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not just “copies”. 
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but copies precisely like the original... 
if needed...in minutes! 


thousands 


Xerography copies the quality, too. 
Whether it’s a simple report of a few 
pages and a few copies, or a monu- 
mental report of hundreds of pages, 
you can copy it onto duplicating mas- 
ters faster by xerography—and still 
retain all the crispness and impact of 
the original quality. 

That’s a boon for any executive. It 
means that every copy distributed will 
be as sharp and clear as yours. 


You get copies precisely like the 
original—thousands if needed—in 
minutes. And xerography’s versatility 
permits enlargements, reductions, or 
size-to-size copying. The cost is lhw— 
so low you can now do things you 
never before thought economically 
feasible. 

Write for proof-of-performance 
folders showing how xerography is 
saving time and thousands of dollars 
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for companies of all kinds. Haloid 
Xerox Inc., 59-245X Haloid Street, 
Rochester 3, N. Y. Branch offices in 
principal U. S. and Canadian cities. 
Overseas: Rank Xerox Ltd., London. 


HALOID 
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How the new Bell System Intercom 


can speed your office communications 


YOU CAN TALK TO OTHERS in your office, plant, or 
store just by pushing a button or dialing. 


YOU CAN CONFER with as many as 6 persons at 
once, again just by pushing a button or dialing. 


YOU CAN ADD ANOTHER PERSON to an outside 
call, then stay on the line or get off, as you like. 


YOU CAN HANDLE OUTSIDE as well as intercom 
calls on one phone. No extra equipment on your desk. 


This new Call Director telephone 
provides as many as 30 push- 
buttons for maximum use of inter- 
com service features. 


You get expert maintenance at no convenience. No obligation. of course. 


These are some of the ways in which —_ added cost. And rearrangements or 
this modern, pushbutton intercom. additions will be handled by skilled | 
system can speed your office com- Bell Telephone technicians. : poe \ 
3 . . . . . » am ® 
' munications. And we'll tailor it to Get all the facts on how this new | TN eal 
ae 3 : . * . . . : i 
oid | your special needs. It will help you intercom service can improve your | sss 
iat 7» M4 . 7 4 e e a: ss 
s 7 cut costs, Improve customer service, — ¢ommunications. Just call your Bell | eae 
= increase profits. Telephone business office and ask for | 
ag You make no capital investment. a representative to visit you at your | 
on. 
! 
| 
| 
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BELL TELEPHONE SYSTEM 
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STANLEY PUHMAN, Secre- 
tary-Treasurer, Sterling 
Factors Corporation. 


A NATIONAL SYSTEM provided Sterling Factors Corporation with 
time- and money-savings almost immediately. This concern has 
devoted over a quarter of a century to commercial financing. 


“Our C@lalional System 
saves us °13,030 a year... 


pays for itself every 11 months!”’—stering Factors Corporation 


New York City, New York 


“Up-to-the-minute record keeping and 
better control of our business required 
the installation of the National System,” 
writes Stanley Puhman, Secretary- 
Treasurer, Sterling Factors Corpora- 
tion. “Our National System provides 
us with tremendous man-hour savings 
per month! 

“A National System proved to be a 
MUST in the operation and control of 
our business, since current balances are 
essential for proper analysis and con- 
trol. The National System printed rec- 
ords are extremely clear and legible as 
contrasted with our old pen-and-ink 
method. End-of-the-month statements 
are mailed ten days earlier than pre- 
viously which is a further service to our 


customers and helps to build good will. 
We are enjoying a 200 per cent increase 
in volume today without additional 
clerical operating cost! 

“We consider the National System 
to be a vital factor in lowering and 
stabilizing overhead operating costs. It 
did exactly this for us. Our National 
System saves us $13,530 a year... pays 
for itself ‘every 11 months!” 


Secretary-Treasurer 
Sterling Factors Corporation 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, ohio 


1039 OFFICES IN 121 COUNTRIES + 


4 


75 YEARS OF HELPING BUSINESS SAVE MONEY 
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Your business, too, can benefit from the 
time- and money-saving features of a 
National System. Nationals pay for 
themselves quickly 


through savings, then ”" 
continue to return a Waltonal 
regular yearly profit. fp es 
National’s world-wide YEARS 
service organization 1998 


will protect this profit. 
“TRADE MARK REG. U.S. PAT. OFF. 
Sational 
ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS 
ncr paper (No Carson Required) 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 

in this issue: 

New programming approaches continue to simplify 
computer applications ...................+.:. 27 
by Robert M. Smith 

Is your company exploiting all the possibilities of 
gM PETTTTUPETC LT Tee 30 
by Gerald Murphy 

Office built over coal mine combines economy, effi- 
GEREN, GUPIIPUND gc cc cect cents inuns 32 


Why not “talk away” your heaviest paperwork burdens? 34 


by Benedict Kruse 


How to develop an effective records retention schedule 37 


by F. L. Sward . 


“Total systems” approach to integrated data processing 


SG I I ov 5c voces reteset ances 39 
by Joseph C. Blunt 
Re GE GD GS x 66 pice wesesacadaewes an 43 
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This month: Mailroom equipment 
by Mary D. Lyons 


Salute to NOMA (Editorial)... ................... 90 


THE NATION'S banks, in an era 
where credit cards and the 
ubiquitous checkbook are rapidly 
replacing cash, have been among 
the first private businesses to rec- 
ognize the advantages of nation- 
wide standards for automated 
procedures. They are reaping the 
benefits: last month another ma- 
jor manufacturer offered a line 
of equipment based on American 
Banking Association standards. 
See story, page 43. 


Subscription: $4 a year in United States and in possessions, Canada, Mexico and 
Cuba. Other countries $9 a year. Single copies 45c; Yearbook Issue $1. Copyright 
1959 by Andrew Geyer-McAllister, Inc.; all rights reserved. Also publisher of 
Geyer’s Dealer Topics, Who Makes It and Where, and The Gift and Art Buyer. 
Please give 60 days’ notification of any change of your address. Re-entered as second 
class matter June 29, 1953, at the Post Office at New York, N. Y., under Act of 
March 3, 1879. 
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For safer floors with lasting beauty... 
Use a slip-retardant wax 
containing LUDOX’ 


You benefit two ways with floor wax 
containing “Ludox’’. First, there’s 
the skid resistance ‘‘Ludox”’ adds. 
Tiny.transparent spheres of “‘Ludox’”’ 
exert a snubbing action with every 
footstep... give sure-footed traction. 
Second, you get the lasting beauty 
only a fine wax can give your floors 
...and it’s easy to keep floors beau- 
tiful, because scratches and scuffs 
can be buffed out, without rewaxing. 


MAIL THIS COUPON TODAY 


(Du Pont’s anti-slip ingredient) 


Floor waxes containing “‘Ludox’’, 
Du Pont’s anti-slip ingredient, give 
your floors the appearance you want, 
plus added safety underfoot. 

Mail coupon below for more in- 
formation, and a list of suppliers 
of quality floor waxes containing 
*‘Ludox’’. E. I. du Pont de Nemours 
& Co. (Inc.), Grasselli Chemicals 
Dept., Room N-2543, Wilmington 
98, Delaware. 


® "1 
] KE. I. du Pont de Nemours & Co. (Ine.) e | 
| Grasselli Chemicals Dept., Room N-2543 OM | 
Wilmington 98, Delaware j 
COLLOIDAL SILICA | Please send me the free booklet describing the -.dvan- 
| tages of using floor wax containing *‘Ludox”, and a | 
| list of suppliers of these quality waxes. | 
| Name | 
| Par re | 
re Sader ‘ 
BETTER T S | City " a 


Controller’s duties expanding 
accounting group told 


Today’s controller should make his 
“most significant contribution to man- 
agement” at the point where his ac. 
counting knowledge leaves off, Ezra 
W. Moscrip, manager, Management 
Control Division, Barrington  Asso- 
ciates, Inc., told members of the New 
York Chapter, National Association 
of Accountants, last month. 

The controller in the modern com- 
pany, the New York management con- 
sultant reported, is expected to meet 
three basic responsibilities: 

1. He must serve the organization as 
a whole, coordinating all planning and 
control activities without bias; 

2. He must serve top management, 
creating a streamlined reporting sys- 
tem and assisting in appraisal of results 
compared to objectives, and; 

3. He must serve subordinate execu- 
tives and departments by providing 
them with the procedures, forms, and 
processed data they need. 

In conclusion, Mr. Moscrip said 
“The comprehensive singleness of pur- 
pose now establishing itself in modern 
management is based on_ intelligent 
application of the customer-oriented 
philosophy often referred to as the 
marketing concept. The controller in 
every forward-thinking enterprise must 
now have a business ear attuned to the 
sounds of the market place as they 
affect the destiny of the business. The 
celluloid collar bookkeeper with quill 
in hand is just as out of date as the 
controller who thinks in terms of past 
performance only, or who fails to ac- 
cept the teamwork attitude required to 
compete profitably in today’s rapidly 
changing and highly demanding mar- 
kets.” 


Maytag Foundation awards 
24 college scholarships 


The Maytag Company Foundation, 
Inc., Newton, lowa, recently named 24 
high school seniors to receive Maytag 
foundation scholarships. The four-year 
cost to the foundation of the scholar- 
ships, which are restricted to children 
of Maytag employees and seniors at 
Newton High School, is estimated at 
$53,000. Since the initiation of the 
scholarship program in 1953, ovet 
$300,000 has been spent or allocated 
on a total of 115 awards. A total of 15 
students have been graduated under 
the program, while 49 students are 
still attending college. Recipients are 
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Many units are expandable 
and may be supplied 
either manual or motorized 
with compartment size 
and spacing to fit 
individual requirements. 


Application for many types of records: 
INDUSTRY service order dispatching 
GOVERNMENT inventory control 
TRANSPORTATION routing and reservation 
UTILITIES subscriber records 
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. . —— | i, & be 2 = s = 4 
the work to the workers! 


Finger-tip control brings the record to the individual 
at working level—eliminates personnel movement and 
handling fatigue. Saves time of locating or filing— 
increases production. With all of the records easily 
accessible within the reach of several operators, the 


same personnel can 


accomplish more, easier and faster 


with greater coordination and less duplication of effort. 


Acme rotaries provide tremendous record capacity in 
minimum space. They can save up to 50% of floor space 
for a comparable number of records. 


An Acme representative is nearby, ready to give you 
all the facts about these modern, space-saving 
and work-saving rotaries. 


ACME VISIBLE RECORDS, INC. © Crozet, Virginia 


We would like more 
information on rotaries 


——————— 
(No. of records) 


To be filed 
[_] Individually 
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office management 


leads the field with its news and analysis of 
AUTOMATION IN THE OFFICE 


Since the appearance of the first discussion on the subject of 
Automation in the Office in the August issue of 1952, OFFICE 
MANAGEMENT has published articles on Automation on a 
regular basis to keep the office abreast of everything new on 


this modern technique. Here are some typical ones: 


JANUARY, 1958 
How to prepare an office for a com- 
puter installation 
FEBRUARY, 1958 
Basic steps in programming a computer 
for a single operation 
by Ben Conway 
JUNE, 1958 
Why small companies may need auto- 
mation even more than larger concerns 
by Robert M. Smith 
JULY 1958 
Why small companies need automation 
even more than larger concerns 
Part 2 Equipment for “Automation in 
the Office” 


AUGUST 1958 

Why small companies need automation 
even more than larger concerns. (Con- 
clusion) 

SEPTEMBER 1958 

The role of automation in freeing man- 
agers for more creative work. 


OCTOBER 1958 
Why new computer coding techniques 
may accelerate pace of office automa- 
tion — by Robert M. Smith 
JANUARY 1959 (Yearbook Issue) 
Effects of recession still felt in current 
trends in automation 

by Robert M. Smith 


WHAT IS AUTOMATION IN THE OFFICE? 


Automation in the office is the use of the rapidly multiplying new 
systems developments and facilities of electronics to synchronize the 
functions of separate units of equipment into an overall operation. 
Importantly, while it can and does employ the latest in electronic com- 
puters and other new devices, it does not necessarily call for costly 
or experimental type of machines and equipment. Equipment presently 
in use in every modern office in America can be geared in one way or 
another to Automation. 
As new progress is achieved and case histories are reported, OFFICE 
MANAGEMENT will carry the great story forward. 


OFFICE MANAGEMENT 


The Magazine for Management Executives — Since 1940 


212 Fifth Avenue 


New York 10, N. Y. 


A Geyer-McAllister Publication 


selected on the basis of high school 
scholarship records, activities, and col- 
lege aptitude test scores. Individual 
financial need determines the type of 
award to be given. A full scholarship 
pays tuition and fees with a cash grant 
of $150 a year to the student. A half. 
scholarship covers half of this amount. 
An unrestricted grant of $500 is also 
given each school attended by a schol- 
arship winner, while $250 is given in 
the case of those on_half-scholarship. 
The scholarships may be annually re. 
newed if satisfactory academic progress 
and good standards of personal con- 
duct have been maintained. 

Robert E. Vance, the president of 
the Maytag Company Foundation, has 
also announced an employees’ educa- 
tional gift-matching plan aimed at 
providing financial assistance to in- 
stitutions of higher education. The new 
foundation program will match the 
contribution of any employee to a 
maximum of $500, with no minimum 
limitations. Mr. Vance, vice president 
and secretary of the Maytag company, 
said, “The Foundation is establishing 
this program to encourage added in- 
dividual interest in the future of edu- 
cation—because the safety, well-being 
and progress of this country and every- 
one in it depends upon that future.” 


OEMI plans to sponsor series 
of regional business shows 


The Office Equipment Manufactur- 
ers Institute, a trade association com- 
posed of major American business 
equipment manufacturers, will hold 
the first of a series of annual regional 
business shows in Washington, D. C, 
September 23-25. 

The permanent program of shows 
will be carried out under the direction 
of Office Equipment Manufacturers Ex- 
hibits. Inc., a newly organized “action” 
affiliate of the Institute, according to 
E. D. Taylor, administrative vice presi- 
dent of the parent organization, and 
president of the exhibit group. 

At least four shows, in the South, 


West, Midwest, and East, will be held | 


each year, following the inaugural show 
in Washington, Mr. Taylor reported. 

The inaugural exposition in Wash- 
ington will stress “animated demon- 
strations” of machines, equipment, sys- 
tems, and techniques. 

Rudolph Lang, who was until re- 
cently director of the National Business 
Show in New York, has been named 
managing director of exhibits for the 
OEME. 
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Here's help for your office modernization program... 


Expert Ceiling Consultation Service 


When planning office improvement it will pay you to 
investigate the many opportunities you have to “put ceil- 
ings to work”... and this valuable information is avail- 
able without obligation through the Ceiling Consultation 
Service offered by your Acousti-Celotex Distributor. 

Because he is a member of the world’s largest acous- 
tical organization, you get the benefits of experience and 
technical skill resulting from installations in all types of 
offices, in all sections of the country. 

For example, he will show you how ceilings can be low- 
ered attractively at minimum cost... how your plans can 
economically incorporate sound conditioning, air condi- 
tioning, lighting and movable partitioning ... how you can 
have easiest maintenance and complete re-paintability 
without sacrificing acoustical efficiency. Send Coupon 
below today! 


SHOWN: New Texture-Tone* incombustible mineral fiber tile. Just one of the many kinds of acoustical products “by Celotex’’! 


Acousti-Cevotex - 


REGISTERED U. S. PAT. OFF. 


The Celotex Corporation, Dept. 0-69 

120 S. LaSalle St., Chicago 3, Illinois 

Without cost or obligation, please send me your booklet, ‘‘Sound-Condi- 
tioning for Office Workers” and the name of my nearest Acousti-Celotex 
Distributor. 


(7 m4 e 
Moundl Cudlliininty Name. Title 
Products to Meet Every Sound Conditioning Problem...Every Building Code i 
The Celotex Corporation, 120 S. LaSalle St., Chicago 3, Illinois a oeaamaammamnammmaaaeaaaeaaaaimemenaneniiaan airmen aed iia 
In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec eS I cicccoeeunieie! 
JUNE 1959 
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READING is easier on the new, warmer white Hammermill Ledger. 
Its non-glare surface reduces eye-strain and fatigue. 


’RITING is smoother, faster. “Ledger finish” is right for pen and ink 
entries. Erasability is good, too. 


’ comes out right. “Posting finish” has the tooth to mak 
RITHMETIC machine dies quickly a accurately. = 


2 MMER 7) costs no 
# «yet LEDGER <2 nicl 


HAMMERMILL PAPER COMPANY, ERIE, PENNSYLVANIA 
Use Readers’ Inquiry Coupon on Page 88 
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_worker’s income, CCH reports 


_ Clearing House, national reporting 
| faced with the prospect of paying out 
_ 25.3 percent of his future earnings jp 
| taxes, a minimum of $47,221.18 in 
_the remaining 36 years of his life 
,at 29 years; other vital statistics in. 


| and son, age five, a low-priced car and 
| a mortgaged home, the taxes on which 


_ local taxes reported in the CCH mag. 
_azine, Taxes. The report is entitled, 


House, as follows: 


| 9,00 miles to his speedometer reading 


| state), licenses, and lubricants, will 


Taxes take quarter of average 


Mr. “Average American,” the hypo. 
thetical middle-of-the-road creature 
resurrected annually by the Commerce 


authority on tax and business law, js 


The age of Mr. Average is established 


clude an average annual income of 
$5,183.71, a wife, daughter, age two, 


are calculated to be $214.17 per year, 
These statistics, outlining the financial 
profile of the average man, are taken 
from a review of Federal, state and 


“Who is the Average American Tax- 
payer?” The standard tax charges for 
the years prior to retirement at the age 
of 65, under the present tax rates, 
are figured by the Commerce Clearing 


Federal Income $20,870.52 
Social Security 7,248.00 
Real Property 7,710.12 
Personal Property 720.00 


Mr. Average is expected to buy a 
new car every five years (a total of 
seven) at current prices, and to add 


each year of operation. The total cost 
of this travel at present tax rates, in- 
cluding excise, gasoline, (city and 


amount to $4,236.86 during the nor- 
mal working span. 

The total tax figures include de 
ductions for the taxpayer and_ three 
dependents for 17 years, and the jump 
in tax rate for the remaining 19 years 
when his children become self-support- 
ing. The CCH also reports that higher 
earnings through the years will raise 
the amount of income tax to be paid 

The report points out further that 
the taxes on many things he is ex 
pected to buy are not accounted for in 
his budget: sporting equipment, for in- 
stance, carries excise tax. Variable local 
taxes on utilities and amusements 
could also raise total outlay. The CCH 
report also commented that, taxwisé, 
the average wage earner seems to be 
retrogressing. In 1951, 22 percent of 
his earnings were devoted to taxes, 
while 1959 will find 25.3 percent of 


OFFICE MANAGEMENT 


a 
ys —_— : 
sg » 4 


BY 


eee, | MS ee a Re ee a oS Og: 5 FF oe a - - oO” °° ee re?) | 
i EN ae = oa i ae 7 aah be Yo vel ba wee ee o 7 ie i Be. i be, Ph oak - 
eee: a a ' 4 ie Raa 4 4 4 . re et ae 
a an Ag “ & _ are “ : : a. i ay ‘ . bi . . muh we 4 - a + 
7 
: : = SE ES RS Se er ee ern ce er ee ere et Rae ee ae ee 
, " a ae rue at € 2,0 a ee ee 4 ne 
bah? Be! OO, | a rl : * OT RTs ope i ae ie sa ne oe or, tae ‘ 
ai ‘6 ¥ rf : ee. 4 
cia. ‘A ei ene bis a * 
WO ae . : - a 7 a4 een : 
ri sk vane oe ‘ ae Tn Sy > <an “ & J 
. ee a 3 
a i a rs Ae f * % ' 18 % =} ¥ SF he 
’ a ee cite ye pene? Pan Lr vin wok ele es 
. & ‘Witgrcie ae » , Ve Se ai a ‘ a = 5 j 
ie Mee ns “an F co bie a EB Pe ‘ -- 
a c ace aaa ed Ce ee e 
Ps Wace = ¢ Mora, bipas 7 an Lee ae * ae 
ae a ek ee te ee 3 ee! a s+. 
# po are iS. nh es = _ 
ae ae - i" : Woe ? fo Se me Se 
— “Ie % >? § 7? Pe + * Hy ig ae 
a a Ve ee age 
Tet 1 F , ae Pe 3 
aie i, Pate Os a —— oe 2 ne 
‘ Set rk. & Soe F f es oie ‘4 a nc: te ae ih 
; Pier alas or t a sti a . ope. eee vate . 
ee a tas 2) > ae oS se Bee 
EN aa AM << gm , » i Cys es 
jee ea cae t ie a s Pe higuae a = Rigiaoe i es 
bee av¢ r q Xi . & Roa Pa a <' ee . “i pe 
Pe oe a 2 on ae . SB 4 = 
z Wat: sane he a) Cee oe aa ag 2 
~ ai ¥ eet se hy ee eae F i 
: gf ine MMe Fc 8 a SS TENT Ky oY gaa “3 
© re Pe to oe . ‘th 
i, ae + % ate tates ~ wes "ah eevee 2 se r 7 Sk 
: SS Fi." Met Ts ets © Ga ‘ a 4: 
se e Seg oan re Rae a ay ea coating mae ra eS ae éo = ae a 
mes | te Bete ho Rian ie ig & OR ‘ mea we eS ce 
ie Pee MM cy lage ty S % Bet eee ay 
«A eR es ee ~* : ae oe 
; a 6 ‘oo AO, | cla a ee a ae : 
a Se. ee eee eh —— 2 
Oe, ee Bee ek ree ee OP ee piers “e 
ee id eee, ae Ge, I i oe lf ee 
be aS es SE is oR a MS 2 cael Ae. ay ae 
_—— See i CO mae eh ee ie 
a eae omen Se a ee sek 
a an con dea hep ete ee erg 4 i oo et 
a Tt as ee dame 2 er) es 3 ea eee 4 
: a am eae : ‘ee i ea ee: : : sae ee. 
sold . S- SES es A, eRe. Soa fi ee ¢ Set ee etic. 
“ me Lage gd ee a a ; Ope cer Ee . 
a Pe Se Ra aioe Bey For or BES ‘esa ee a Bax 
. 4 sch See dl F; z Sa ee 
Pg ee - er = 
ges eee He ee = 
i ‘ a = hee eC ¢ 
3 ee = 
. f May 4 ge ae % & hice Pt me ee 
q a 4 rs 4 ea a >» 2 
_— a Sl * . aoe 
—- oom a “ 4 eens — 
oy a ae : 4 d tae — oa 
% a ee ee bi iid a 4 > 7 ye i 
a he Tee ie eee # S ia ae sa Bek 
ee | eee ce = ae ee 
: es WR . a es 2 i i? 
= Shea 5 s - ae a see i oe: 
a ees q 4 - — ge 3 aoe bee wat ae 
re ~ Bi pee ae a oS fae ns Basal 
ee eS r — ese re 5) ae. — 
‘ vio ie rio ES he os mes 2 oe alle . = Z is 
. Sol Sa a aha 5 af ee ae - e 
" ,; Rit all 49 f 2 
n 5 f - Rea és a se 
Pisin ae Pee j oy - ae : ee 
™ a, eee sissies acca i sata (a - 
. Ais al ies | Gee oS ie Og A eae ae ee: 
a ne ie ; 
Be en ag aor a Fe ft a : iS 
eon = i. En ae — = 6 
ee: a le ae jf ee 5 a en " os 
ae pats! im 3 i. a a Ss iA Sal “ee 23 
ee ee cee a : , ae 
eae eriek a Boe. RE oy bsg ae a 
Ny : 7 ee bats oe. ein ete. yee ike Fi 2 gin 
Rae) SUR Lea ee Pe Per rs; So: a 
Pat Met See Maar ie Be ec ooo a 
5 bower es eh Ce eee +> en — so ‘ cts 
: Site See eee Mg : ee z : ia 
iS ek men re! ae ee re a : a, E (fe ! 
4 ee fo eae boc a é ti 7 Ke Z a4 
eS. oS , ‘ "3 ser 
e . . a ee , ‘. 
F of Dad £ a 
Fi why Pi § bo fap 
a, I 
' 
ee | 
; 
r 
| 
7 ee | 
| 
; 
, 
' 
' 
a. ( 
{ 
| 
f 
‘ 
re 
eee = g * - i g a P i ae Pe en oe, bn - 
~ aa . fi ae _ cj é rr oe y ~ Tee We ‘a " - 
a tal, Dae ee ee | TOP eT Z a us . a i ee, ee a 
i , fi —— a Uany Oat t q “4 aa * d Fea Sy, 2% % Bye oa oe 4 aes s 
7 7 mo % pica s, — 7 =  . a eae “7 3 a ae " a ee mt 
Zz ad 1 a Ss P i ‘<n ae Bi 
) ee Ow a : a 7 —_ ie ee hey a ic lites = . F 4 TA 
- - le A A es 7 - Exe a 7 pS = A ee ae 
Se 14° 4 a a “> Ee . a ee i 4 a 7 > ae 


se 
ts 


"hypo. 
reature 
merce 
ting 
law, is 
Ng out 
Ngs in 
18 in 
is life 
lished 
ics in- 
me of 
e two, 
ar and 
which 
r year, 
nancial 
taken 
re and 
[ mag. 
titled, 
1 Tax. 
es for 
he age 
rates, 
learing 


0.52 
8.00 
0.12 
0.00 


buy a 
tal of 
‘o add 
eading 
al cost 
es, in- 
y and 
5, will 
e nor: 


le de 
three 
> jump 
) years 
|pport- 
higher 
| raise 
> paid. 
¢ that 
is ex 
for in 
for in- 
e local 
nents 
- CCH 
Ix wise, 
to be 
ent of 
taxes, 
ent of 


1ENI 


SO HIRE RECORDS 
on VO WITH 


ATCO inti | 


“3 gg ¢ 
eae =o 


Wid ne ich LULL 


than any other dictating machine 


SCRIBE records your dictation on reusable Mylar 
magnetic tape, preloaded in 30- or 60-minute tape 
magazines which snap in place for instant use. 
Every syllable is recorded crystal clear. Your dic- 
tation is error-free—with magnetic tape you just 
dictate over errors as you go. 


SCRIBE is so simple to use, too. All operations are 
BUCY MEN controlled electronically by fingertip touch at the 
exclusive Miracle- Mike. 


Remote dictation? SCRIBE SI-70-REMOTE is 
the most versatile and efficient equipment avail- 
able for any kind of remote or network system. 


Thousands of SCRIBE machines are today in use 
in Government, business and industry. Ask for a 
SCRIBE demonstration in your own office. For 
the name of your nearest dealer, and to learn 
more about SCRIBE’S many exclusive features, 
mail the coupon below today. 


SCRIBE DISTRIBUTORS CO. 

6949 W. North Ave., Oak Park (Chicago), Ill. 

Please send me complete information about the new | 
SCRIBE dictation systems, and the name of my nearest . 


SCRIBE dealer. 
(|) Exclusive Miracle Mike controls all operations 
of the machine. (2) SCRIBE PAK Preloaded tape Name 
magazine snaps on—no irksome threading, no 

need ever to touch the tape. (2) Play back re- Company 
cording through Miracle Mike or through the 4” 

high fidelity speaker. Combination single and Address 
double Telex earset supplied for transcribing. 


DEALERS—WRITE FOR PROTE ED TERRITORY INFORMATION 
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THE OFFICE 
SUPERVISOR 


THIRD EDITION 
By HENRY E. NILES, Baltimore Life In- 
surance Co.; MARY CUSHING NILES, 
Consultant; and JAMES C. STEPHENS, 
U.S. Dept. of Labor. 

The supervisor is now under greater 
pressures than ever before — pressure 
of work, from people, deadlines, and 
automation. This new edition takes 
these into account while covering the 
supervisor's relations with people and 
with his work. It gives deep insight 
into the implications of these pressures 
and how to cope with them. 


1959. Approx. 304 Pages. Prob. $5.50 


WAGE 
INCENTIVES 


SECOND EDITION 
By J. K. LOUDEN, Lebanon Steel Foun- 
dry, and J. WAYNE DEEGAN, State 
University of lowa. 

Philosophy and policies of wage in- 
centives, plus specific material on de- 
sign, installation, and operation of pro- 
grams. Additions include: evaluating, 
revising plans; definitions; expanded 
parts on man-machine use, wage meas- 
urement, and union relations. 

1959. 227 pages. $7.00 


MEN WHO 
MANAGE 


By MELVILLE DALTON, University of 
California. 

Subtitled “Fusions of Feeling and 
Theory in Administration,” this is a 
deep study of constructive compromise 
and how it operates in business and 
industry. Using confidential case mate- 
rial, it describes both formal and un- 
official actions of management as it 
strives to attain its goals. It also ex- 
amines the struggle between “methods” 
men and those who stress ends over 
means. 1959. 318 pages. $6.75 


SEND NOW FOR ON-APPROVAL COPIES 


JOHN WILEY 
& SONS, Inc. 


440 Fourth Ave., New York 16, N. Y. 
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his income jingling in the pockets of 
the tax collector. 

A note of optimism is sounded by 
the CHH, however. The typical tax- 
payer, being average, will live to the 
ripe age of 70, thereby enjoying five 
years of tax free social security bene- 


fits. 


Hertz introduces centralized 
billing for business accounts 


Companies and large organizations 
whose representatives utilize Hertz 
Rent-A-Car facilities are now eligible 
to receive a new Hertz “Automatic” 
charge card. The new, embossed charge 
card is designed to provide centralized 
car rental billing service, so that the 
concern using the service receives only 
one bill each month covering all Hertz 
rentals made in the U. S. by author- 
ized company representatives or other 
qualified individuals. Those in posses- 
sion of the new “Automatic” charge 
card will not be required to make the 
usual pre-rental deposit. 

Joseph J. Stedem, Hertz executive 
vice president, explained that the lam- 
inated charge card used previously 
may still be used for charge purposes 
but it will not be used in the central- 
ized billing procedure. The new serv- 
ice is designed to help simplify the 
growing accounting problems faced by 
many of the businesses using Hertz 
facilities, Mr. Stedem said. He added 
that, “The new system will eliminate 
countless hours of paper work now 
handled by these customers, assist them 
in controlling travel expenses, and will 
assure immediate identification, credit 
and billing references.” The new cen- 
tralized billing system makes use of 
a variety of IBM equipment to make 
it “. . . the most efficient accounting 
system of its kind,” a company official 
reported. 


Computer translates printed 
texts into Braille 


IBM mathematicians working in 
conjunction with the American Print- 
ing House for the Blind, have pro- 
duced a method of printing Braille 
texts through the use of an electronic 
computer. The translation of printed 
text into Braille at electronic speeds is 
expected to make up for the serious 
shortage of literature available to the 
350,000 sightless persons in this coun- 
try. The shortage of Braille texts has 
been primarily due to the normal two- 
year period of training required to 
produce a qualified Braille translator. 


However, the new method of creating 
Braille, utilizing the standard IBM 
704 data processing system, can trans. 
late a 300-page book in an hour, a 
task which formerly required more 
than six days’ work by a skilled trans. 
lator. 

Braille consists of 63 combinations 
of six raised dots that represent the 
alphabet, numerals, punctuation marks, 
as well as 183 special contractions and 
abbreviations resembling shorthand, 
Therefore, writing Braille involves 
many complicated rules of usage, where 
a symbol often changes its meaning in 
various context. The text material to 
be translated by the computer is trans- 
ferred to punched cards by means of a 
key punch with a conventional type- 
writer keyboard. The punched cards 
are then fed into the computer which 
contains in its memory a set of rules 
to be followed in the Braille conver- 
sion. The translated text next emerges 
from the computer in coded symbols 
on punched cards, which in turn are 
fed to a printer that reproduces the 
Braille symbols above the English text 
for further editing. Once edited, the 
punched cards are fed to an embossing 
machine which creates metal plates to 
be used in a rotary press. 

The successful application of the 
704 data processing system to the prob- 
lems of Braille reproduction represents 
the result of a year of research and 
experimentation by the Mathematics 
and Applications Department of IBM's 
Data Processing Division. 


British trade exhibition will 
open this month in New York 


The latest products of British science, 


technology and engineering, as well as | 


traditional British luxury goods, will be 
featured at the two-week British Ex- 
hibition, to be held at New York's 
Coliseum, June 10-24. 

The exhibition, which is expected to 
be the largest ever staged by one coun- 
try within the national boundaries of 
another, is being organized by the 
Federation of British Industries, and 
has as sponsors, the British Govern- 
ment, the Dollar Exports Council, and 
the British-American Chamber ot 
Commerce in New York. 

The British engineering products dis- 
play will include individual exhibits of 
office equipment, electronics, automa: 
tion and instrumentation, as well as 
displays of light and heavy engineering 
products, electrical, mechanical, and 

(To page 16) 
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A NEW KIND 
OF AUTOMATIC 
CALCULATOR 
THAT TAKES THE 
BACKTRACKING 
OUT OF 
FIGUREWORK 


Modern Management Counts on Marchant 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
OAKLAND 8, CALIFORNIA 


©. 


[/|/ 


JUNE 1959 


THIS KEY eliminates “backtracking” 
hand operations that eat up most of the 
time in multi-step figuring. 


\ \. The Marchant transflobreaks through the old 


limits of calculator automation by means of a 
unique mechanism called “back transfer.” 


A touch of the back transfer key instantly and 
in a single cycle transfers the intermediate 
result in a multi-step problem back into the 
keyboard dials without the tedious re-entry of 
each digit by hand. There’s no “backtracking” 
over columns of figures or through scratch-pad 
notations. 


The Marchant transflo moves figures swiftly 
from dial to dial, stores them and recalls them 
whenever needed for any type of calculation. 
This unique ability creates completely new 
standards of operating ease, accuracy and 
speed. By eliminating many hand operations, 
the transflo reduces the chances for operator 
error and makes possible vastly increased fig- 
urework output. 


To fully appreciate the transflo, you have to 
watch it perform. Get a demonstration on 
your own figurework by calling your nearby 
Marchant office. Or send the coupon for further 
information. 


MARCHANT CALCULATORS ¢ OAKLAND 8, CALIFORNIA 


Send me more information about the new 
| transflo calculator and how it can give us 
faster, more accurate figurework. E-6 


NAME 


PLEASE ATTACH COUPON TO YOUR BUSINESS LETTERHEAD 
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eNO SHOW-THROUGH . |, 


Nekoosa Bond 
Nekoosa Offset 
Nekoosa Opaque 
Nekoosa Fantasy 
Nekoosa Ledger 
Nekoosa Duplicator 
Nekoosa Mimeo 
Nekoosa Manifold 


Nekoosa Fax 
Nekoosa Master-Lucent and 


companion ARDOR Papers 
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ways better 


PRINTABILITY—Curl-free, wrinkle-free, Nekoosa 
Opaque goes through high-speed presses fast, letter- 
press or offset. 

ECONOMY —Mail more pieces per ounce. Nekoosa 
Opaque is light in weight, yet keeps show-through to 
a minimum. 

OPACITY—Nekoosa Opaque rates high in opacity, 
and it has a firm, smooth surface that reproduces full- 
colors or black-and-white beautifully. 


... even on lightweisghts 


VUSE 


0 


OPAQUE 


AND BEAT HIGH POSTAGE COSTS 


Be kind to your purse—and do yourself a favor, too—by 

specifying Nekoosa Opaque. It’s a real money-saver! Thanks to 
Nekoosa Opaque’s high opacity, now you can use a lightweight paper 
and still have a show-piece without show-through ! 


ou look better on 


NEKOOSA-EDWARDS PAPER COMPANY 
3 PORT EDWARDS, WISCONSIN 
~ 
f 


Mills at Port Edwards and Nekoosa, 
Wisconsin, and Potsdam, New York 


Use Readers’ Inquiry Coupon on Page 88 
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accurate copies 
in 4 seconds! 


the all-electric, 
all-dry way ! 


wall 


“i 


Only“Thermo-Fax" Copying Machines do so many 
Jobs...so quickly, so easily, for such low cost ! 


Looking for the efficient way to speed work flow in your office or plant? Call 
on ‘“Thermo-Fax’’ Copying Machines. Copy a business paper in just 4 seconds— 
by the only completely electric, completely dry, completely clean copying process. 

And these versatile machines do far more than speed communications. 


They’re used, too, as low-cost billing machines, 


accounting machines, addressing machines, la- 


beling machines. In many other systems as well 
you'll find ‘““Thermo-Fax’’ Copying Machines 
the most valuable office machines working for 


you. Call your local dealer, or mail the coupon. 


+++ finnesora J/finine amp ])/fanuracturinc company ..--- 
«++ WHERE RESEARCH IS THE KEY TO TOMORROW 


MINNESOTA MINING AND MANUFACTURING COMPANY 


Thermo-Fax Dept. KN-69, St. Paul 6, Minnesota 


COPYING PRODUCTS Name 


3M) Company 


THE TERM “THERMO-FAK" IS A Address 

REGISTERED TRADEMARK OF 

MINNESOTA MINING AND F 

MANUFACTURING COMPANY City___ Zone __ State 


eeeeereoeeree eee eweeeeree 
etree ereeererer eee eereereete 


eee eee eer eee eet eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 


| 
| 
| 
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| 
| 


chemical engineering goods, machin- 
ery and equipment for all industrial 
purposes, plastics, chemicals, drugs 
and pharmaceuticals, agricultural ma- 
chinery, radio and television sets. There 
will also be a special section devoted to 
goods manufactured in the U. S. under 
licences granted by British concerns. 


In Short— 


New York OEA gives Pace College 
business education library 


A new “Business-Education Library” 
has been donated to Pace College by 
the Office Executives Association, the 
New York Chapter of the National 


| Office Management Association. The 
| library consists of books, periodicals, 


articles, and reports selected by a com- 
mittee of prominent industrial leaders 
and educators as the most valuable 


| current publications in the field of 


office management. According to Mr. 
Sidney Blitz, chairman of the O.E.A. 
Business Library Committee, one of the 
factors leading to selection of Pace Col- 
lege as the site of the library was its 
central location, which makes it con- 
venient to most New York business 
firms. The library is available to all 
| metropolitan area high school teachers 
of business subjects, and to members 
of the Office Executives Association. 
Pace College is located at 41 Park 
Row, New York 38. 


Underwood acquires Electrofile Corp. 
in move to diversify product line 


The Underwood Corporation, man- 
ufacturer of integrated data processing 
systems and office equipment, has re- 
cently acquired the Electrofile Cor- 
poration from Johnson Fare Box Co., 
a subsidiary of Bowser Inc., Chicago. 

_ The Electrofile Corporation manufac- 
tures electromagnetic filing units which 
combine coding, verification, housing 
and identification and selection func- 
tions. Frank E. Beane, president of 
Underwood, described the new acqui- 
sition as part of a program to diversify 
the company’s products. 


“Electronic Messenger” offered 
on monthly rental basis 


The Facsimile Division of Elec- 
tronic Communications, Inc., has an- 
nounced the availability of the “Elec- 
tronic Messenger,” two-way facsimile 
machine, on a month-to-month rental 
basis. The “Electronic Messenger” is 
said to be the only facsimile machine 
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“A TOUCH SO LIGHT IT’S ALMOST ELECTRIC” 


Each of Underwood’s new products gets to the 
heart of a business problem. The Touch-Master II*, 
for example, helps increase output in standard 
typing stations. This new Golden-Touch type- 
writer is up to 58% easier to use than any other 
standard typewriter in the world. 


This is the sixth new Underwood product in 
little over a year. And there are more on the 
way. For simple, less costly ways to master your 
paperwork, call your Underwood representative. 
The advice you'll receive is based on 64 years 


of experience. 
*An Underwood Trademark 


TYPEWRITERS 


ELECTRONIC CONTROLS 
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¥ diately and receive a free file analysis. It Satisfies! 


Why PENDAFLE Xe 


a =, 


No need. Pendaflex hanging, sliding folders make 
filing mild... easy drawer-ing. Finger-tip control 
lowers harmful work content; lets clerks file more. 
feel it less. And exclusive Pendaflex “Keyboard” 
selection takes the harshness and bite out of office 
costs. King-size economy. In short, Pendaflex filing 
is a working girl’s prayer, a saving man’s answer. 

Mail this Extra-Bonus valuable coupon imme- 


Oxford Filing Supply Co., Inc. 
| a Garden City, New York 


———-—--+ 


OXFORD FILING SUPPLY CO., INC. | 
11-6 Clinton Road, Garden City, N. Y. 


Please send everything that is free...including 
File Analysis Sheet. 


NAME 


FIRM 


STREET. 


—— TO 


CITY. ZONE STATE 


that can receive and send exact re. 
productions of written or printed mat. 
ter, photographs, and other material, 
over distances by either telephone wire. 
connections or microwave systems, 
Company sources stated that the new 
rental plan will allow companies not 
wishing to make an initial capital in. 
vestment for outright purchase to uti- 
lize the facsimile equipment. 


Books and Pamphlets 


BUDGETING: Principles and Prac- 
tice, by Herman C. Heiser. 415 pages. 
The Ronald Press Co., 15 E. 26th St., 
New York 10. Price, $10.00. Methods 
of planning and coordination through 
the principles of budgeting receive real- 
istic treatment in Mr. Heiser’s au- 
thoritative book for managerial per- 
sonnel. He states in the preface that, 
“Budgeting as a management tool, has 
assumed a major role in the manage- 
ment function. While originally the 
budget constituted a financial docu- 
ment, there has been an ever increas- 
ing trend toward extending budgeting 
to include the planning, coordinating, 
and controlling of the entire operation 
of a business. Thus, budgeting becomes 
a function of the entire management 
team.” 

As explained in the preface, the 
book has two major emphases: 

1. Planning and coordination, plus 
control, which constitute the dual as- 
pects of budgeting. 

2. Detailed application of the prin- 
ciples and procedures of planning, co- 
ordination, and control to various as- 
pects of the budget. 

In order to present clearly these 
major areas, the book is organized into 
three parts and appendixes. 

Part I, composed of five chapters, is 
given to a review of budgeting for the 
purposes of planning and coordination. 
Chapter 5 is entitled, “The Budget in 
Final Form.” 

Part II, consisting of three chapters, 
discusses budgeting as a tool for con- 
trol, including measurement of devia- 
tions from expected performance stand- 
ards in planned and actual operations. 

Part III, which has twelve chapters, 
is a detailed study of the techniques 
of budgeting and controlling each of 
ten major categories of income and 
expenditure. 

The volume, which contains many 
illustrations, emphasizes the managerial 
phases of budgeting rather than its 
more routine aspects. (To page 22) 
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Find out how hundreds of uses in your 
business will pay for an APECO 
Auto-Stat Copymaker in just a few months 
This new free book is packed with illustrations and 
facts that quickly point out the applications and advan- 
tages of Apeco Auto-Stat copying. Here's 10 minutes 
of reading that can save thousands of dollars for your 

business. 


GET 
YOUR. 


FREE | . BUSINESS REPLY MAIL 


No postage stamp necessary if mailed in the United States 


q ; . 
BOOK < AMERICAN PHOTOCOPY EQUIPMENT CO. 


Photocopy Division 
2100 West Dempster Street 


Mail ~ . Evanston, Illinois 
This Card 
Today! 
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FIRST CLASS 
PERMIT NO. 226 
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Have You Read this New FREE BOOK? 
a It’s Important to Your Business 


New 16 page book explains in detail many ° 
applications for Apeco copying in your business. It is 
important information for every business man 
interested in increasing paper handling efficiency 
and saving time and money for his company. 


AMERICAN PHOTOCOPY EQUIPMENT COMPANY 
2100 West Dempster Street » Evanston, Illinois 


American Photocopy Equipment Co. 
2100 W. Dempster Street, Evanston, Ill. 


1 Rush me without obligation your new free book on the revolu- 
2 tionary Apeco Auto-Stat Copymaker. 


3 Company 


Address 


6 City Zone __ State é- s 
7 
. Individual . 
— Fill 
Title 
; and 
ft) 


Type of Business 


In Canada: Apeco of Canada, Ltd., 30 Dorchester Ave., Toronm 18, Ont. ae 
In Mexico: Apeco De Mexico, S. A., Ignacio Esteva, 7, Tacubaya 18, Mexico. D. F. | fn (id 
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a NEW concept in office copying... 


gust “‘IN and OUT’”’ 
in T INSTANT STEP 


fh }NOTHING LEFT OUT! EVERY COPY 
,. | ERROR-PROOF, PHOTO-EXACT ” 


t- | Now you can copy any original—typed, 2 > Pa the “ 234 
‘ s + P — ‘ % \ % : Be i “ : é 
r printed, photographed, written or oA, \ ee Pe Se PES a ' a Pee 
« | in] | <iKeronene taste a eae wm te 
drawn—regardless of color, ink or | Mee CEO ES samy /. A Nese, 
e- 2 * F ; ’ se ae tet se tase , scedl 
. paper— printed on one or both side: | a SST tea ~ 
}: *s 
1- It is so easy with the sensational new Apeco : Ss oldie ‘ 
S- Uni-Matic Auto-Stat. You just push a button [a == 


g ... in goes the original and instantly out 
comes a perfect copy. This entirely new 

Dn copymaker makes copies in half the time 
of any other all-purpose copying machine. 
t So fast—you can actually reproduce over 
1000 different letters, invoices, statements, 
receipts, contracts, etc., every day. It isa 
“money -saver’’ for any business 
t a price within every budget. 


FITS ON A CORNER 
OF ANY DESK 


1 Office Copymakers 
There are three outstanding Apeco Auto-Stat models from 
which to choose... each the biggest value in its price bracket. Gives youa 


complete selection to most efficiently meet the copying needs of your 
specific type and size operation. 


Read This NEW FREE BOOK! 


Find out how hundreds of uses in your business will pay 

for an APECO Uni-Matic Auto-Stat in just a few months. 
This new free book is packed with illustrations and facts that point out the 
applications and advantages of Apeco Uni-Matic Auto-Stat copying. Here's 
10 minutes of reading that can save thousands of dollars for your business. 
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, nd ‘ American Photocopy Equipment Company * 2100 West Dempster Street * Evanston, Illinois 


Use Readers’ Inquiry Coupon on Page 88 
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AN IMPORTANT ADVANCEMENT. AVAILABLE 
NOW FROM BALTIMORE BUSINESS FORMS 


NEW 2er=* PASTED 


Continuous Forms 


For the first time you can get PASTED continuous 
carbon interleaved forms with up to 6 parts or copies. 
Non-slip, non-jam operation. PASTED with Balti- 
more’s new methods and equipment for trouble-free 
performance in any typewriter, office or tabulating 
machine. 

It is no longer necessary to accept stapled forms. 
Baltimore Business Forms’ new 4, 5 or 6 part pasted 
forms provide ALL needed forms with one operation. 
Write or phone today for samples. 


* Trouble-free—won’t 
slip or jam machines 


* Economical—save 
on forms cost 


Baltimore Business Forms 


(DIVISION OF BALTIMORE SALESBOOK CO.) 


Use Readers’ Inquiry Coupon on Page 88 


Books and Pamphlets 
(From page 18) 


PERSONNEL ADMINISTRATION; 
EVALUATION AND EXECUTIVE 
CONTROL, by James H. Taylor. Me- 
Graw-Hill Book Co., Inc., 330 W, 
42nd St., New York 36. 305 pages, 
$7.00. For management executives and 
personnel men interested in increasing 
the effectiveness of their program, or 
for those who are seeking to establish 
a new program, this book should prove 
an effective pivot point in personnel 
organization. Written to meet the 
needs of small as well as large organiza- 
tions, the book discusses methods of 
attracting high-caliber personnel to aid 
in the continuing growth of the firm, 
and step-by-step procedure for the hir- 
ing of personnel is outlined with spe- 
cial emphasis on the techniques of col- 
lege recruiting. The workable plans 
presented for setting base wage or 
salary, over time pay, etc., affect virtually 
every position within the company, 
from top management to line super- 
visors and employees. Practical sugges- 
tions are given concerning employment 
security, retirement, sickness benefits, 
bonuses, and so on. Other important 
aspects of management are treated, 
such as relationships between the com- 
pany and local or national unions, and 
between supervisors and employees. 
The book affords, within each chapter, 
a helpful guide for self-checking the 
reader's own company’s practices 
against those recommended by the 
book. 

PRINCIPLES OF BUSINESS LETTER 
WRITING, by Sally B. Maybury. 
Ronald Press Co., 15 E. 26th St., New 
York 10. 419 pages, $4.50. The im- 
portance of efficient business communi- 
cations cannot, as modern executives 
know, be over-emphasized. A well writ- 
ten letter may sometimes be the only 
means of establishing important busi- 
ness relationships, and it always re- 
mains an important aspect of healthy 
business communications. The book in 
question puts particular emphasis on 
those broad principles which underlie 
effective business letter writing. It is 
essentially designed for use as a text 
book in short courses of business Eng- 
lish. The text treats in detail matters 
of style, grammar, punctuation, letter 
form and elements, and all of the basic 
forms of business letters. It is aided 
visually by 32 illustrations, some of 
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RECARO RY. ] 


READY TO 
TRAVEL OR 
STAY PUT! 


Here at last is a wonderfully capa- 
ble microfilmer that weighs less 
than an office typewriter—just 24 
| dbs. Take the Recordak Portable 
wherever the work is—from office to office ... 
plant to plant. . . city to city. 


Simple for anyone to operate. Just plug it in 
and you’re ready to take pictures. Many unu- 
sual features—for example, who would imagine 
that two rolls of film could be exposed 


intr oaneing 


New Portable opens door for even the 
smallest concerns to enjoy all the short cuts 
and protection which microfilming alone pro- 
vides. At the same time, larger firms will find 
the new Recordak Portable a valuable ad- 


junct to present microfilmers. Or use several 


Portables in decentralized microfilming. 
Mail coupon today for free booklet giving 
full details. 


** Recordak”’ is a trademark 


. : : . ; 7 eeeeeseesess MAIL COUPON TODAY*:*******2* 
Ba simultaneously in so trim a microfilmer? = * : 
pi ? 2 RECORDAK CORPORATION 
j h : e 415 Madison Avenue, New York 17, N.Y. 
. as Ps Gentlemen: Send free booklet giving details E-6 
——s RECORDRK . on new Recordak Portable Microfilmer 
(Subsidiary of Eastman Kodak Company) ; Name 
P ’ e Position 
originator of modern microfilming— © Company 1 
now in its 32nd year © Street 
e City State : 
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If your office adds up to NOISE-then you need... 


Curon Wall-Ceiling Covering! 


NOISE CONTROL is a major aid in modern office manage- 
ment. As you reduce noise, you increase efficiency and pro- 
duction, decrease fatigue, save time and tempers. 


AND CURON Wall and Ceiling Covering is ideal for this 
purpose because it sound conditions while it decorates and 
insulates, too. What’s more, it is the only material which 
absorbs noise at the wall level . . . the level at which noise 
starts. 


95% OF NOISE hitting the surface of CURON wall and ceil- 
ing covering is absorbed. In fact, when it is applied to the 
walls and ceiling of a room, almost twice as much noise 


Check these areas for noise control problems: 


@ EXECUTIVE OFFICES e CONFERENCE ROOMS e RECEPTION 
ROOMS e@ OFFICE MACHINE AREAS @ CROWDED OFFICE SPACES 


is absorbed compared to ceiling installations of standard 
acoustical tiles. 


ITS DECORATIVE FEATURES are important. Many colors, dif- 
ferent sizes, ease of application (over any solid surface), 
and ease of maintenance are all more reasons why you will 
want CURON wall and ceiling covering for your office. 


REMEMBER, it reduces noise, increases efficiency and produc- | 


tion, saves time and tempers, and improves the well being 


of personnel. See your Curon dealer, or write: Curon Divi- ) 


sion, Curtiss-Wright Corporation, 50 Rockefeller Plaza, 
New York 20, N.Y. *CURON is the registered trademark 


of the Curtiss-Wright Corporation for its multicellular materials, ¥ 


uron 


WALL-CEILING COVERING 
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(From page 22) 


which are taken from actual business 
correspondence. Problem exercises are 
provided for use at the end of each 
chapter. 


LAW OF RETIREMENT, by Libby 
F. Jessup. Oceana Publications, Inc., 
80 Fourth Ave, New York 3. 80 
pages. Clothbound, $2.00; paperbound, 
$1.00. “How to retire in eight easy 
lessons,” might well have been the 
subtitle of this book, which stresses 
the many ways in which one can plan 
for a financially secure future. Mrs. 
Jessup, an attorney, clarifies for the 
novice the basic retirement income pos- 
sibilities offered by social security, 
stocks and bonds, pensions and profit 
sharing plans. The text is liberally illus- 
trated with detailed charts, showing 
tax rates, stock ownership plans, etc. 


Coming Events 


Tenth Annual Industrial Research 
Conference, Harriman, N. Y., May 31- 
June 5. 


Sponsor: Columbia University, Depart- 
ment of Industrial and Management 
Engineering. 

Place: Arden House. 


AIB Conference, Philadelphia, June 

1-5. 

Sponsor: American Institute of 
Banking. 

Place: Bellevue-Stratford and Sheraton 
Hotels. 


Records Management Certificate 
Program. Washington, D.C., June 
4-12. 

Sponsor: School of Government and 

Public Administration. 

Place: American University. 


National Business Conference. Bos- 
ton, Mass., June 6. 


Sponsor: Harvard Business School. 
Place: Harvard Business School. 


CBEMA Canadian National Busi- 
ness Show. Toronto, Canada, June 
8-10. 

Sponsor: Canadian Business Equip- 
ment Manufacturers’ Association. 

Place: Automotive Building, 
Exhibition Park. 


AMA _ Seminar: Effective Super- 
vision of Office Personnel. New York, 
June 8-10. 


Sponsor: American Management 
Association. 
Place: Astor Hotel. 
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nd With the EDITORS 


UNDER a recent Moscow date- 
line came the news that the So- 
viet Union, which has already set 
up a Ministry of Automation, is 
counting heavily on the techniques 
of automation to achieve the goals 
of its current seven year plan. The 
ultimate aim of the present effort, 
according to Premier Krushchev: 
“automation of all branches of the 
economy.” 


A grandiloquent goal? Perhaps — 
but even the most confident Ameri- 
cans should have learned by this 
time that Russian programs are 
not to be discounted or ignored. 
The bland assumption that Soviet 
technology could never possibly 
catch up with ours should have 
died forever with Sputnik 1. So 
this new objective is to be taken 
seriously — particularly in view of 
the current Soviet emphasis on 
winning the world by economic 
means. There is no doubt that the 
controlled Soviet economy will suc- 
ceed in automating major segments 
of its productive capacities in the 
years ahead. 


THIS poses a direct challenge to 
American business; a challenge 
which has already been made in 
less dramatic form by the nations 
of Free Europe, which are becom- 
ing such strong business competi- 
ters of America in the world mark- 
et. The comfortable assumption is 
that low foreign wage scales make 
such competition possible; the 
harsh reality is that wage rates have 
risen much faster in France, Ger- 
many, and Great Britain since the 
end of the war than they have in 
this country. However, many of 
their industries have been com- 
pletely rebuilt; there are factories 
in Europe that are far more com- 
pletely automated than their in- 
dustrial counterparts in the United 
States. Increasingly efficient pro- 


AMA Seminar; How To Write 
Shorter and Better Reports. New York, 
May 13-15; June 17-19. 


Sponsor: American Management As- 
sociation. 
Place: Astor Hotel. 


aber OM SAH 


NMAA 8th Annual National Con- 
ference and Business Show. St. Louis, 


Sponsor: National Machine 5 
Accountants Association. : 
Place: Chase and Park Plaza Hotels. 


duction, rather than low labor cost, 
seems to be the real reason for the 
fact that many foreign products 


ours in world 


THIS may seem to be mainly an in- 
dustrial problem, a question of fac- 
tory automation rather than office 
automation. Actually, it is not. Pro- 
duction and administration are re- 
ciprocal functions today. Inefficien- 
cies in the office will not only raise 
overall company costs; they will 
also raise unit production costs di- 


MANY of us learned during the 
recession that our companies had 
grown too easy and complacent 
during the prosperous years, too 
ready to believe that things were 
good and always would be, that the 
never-never land had finally been 
achieved. We learned better in 
1958 as far as the domestic economy 
was concerned — but the nervous 
haste with which companies tried 
desperately to slash costs proved 
that it was an unanticipated lesson. 


THE threat now is less apparent; 
the domestic economy is booming 
once more, and we are all inclined 
to breathe a sigh of relief, and re- 
lax. But for the long run ahead, 
we must insure that we do not re- 
lax too much. The immediate pres- 
sure to cut costs, regardless of the 


has been relieved. 


What better use, assuming we have 
learned the lesson of 1958, could 
we find for our present prosperity 
than using it to improve and mod- 
ernize our entire working struc- 
ture — in both office and factory 
— wherever it can be improved. 
Let's use the good years to insure 
that the years ahead will continue 
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Edgar A. Wells-Castillo, Executive Vice-President, Celsa Corporation of America. 


Celsa Corporation of America, pioneer in contemporary 
design in sterling silver, handles all United States bill- 
ing from its New York office. This means statements 
to over 2000 accounts, quality jewelry and department 
stores in many American cities. 


Using Moore Continuous Statements, one girl can 
handle this flow of paperwork in less than two full 
working days. The form is typed as a long single unit, 
eliminating the waste motion and irritation of insert- 
ing over 2000 separate forms, aligning them and ad- 
justing the machine. The girl who does the job is 
happier, and Mr. Wells-Castillo, Executive Vice-Presi- 
dent, is happier, too. He says, “We can get our state- 
ments out faster, with fewer mistakes. Moore forms 
have given me greater control of our billing.” 


There are Moore forms of all sorts, system-designed 
by the Moore men for every form of business, They 
can help you get the control you need in any key 
operation: Buying. Receiving, Stockkeeping, Produc- 
tion, Selling, Delivery, Billing, Collecting and Disburs- 


Build control with 


MOORE 


26 


BUSINESS 
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“Moore 


Continuous Statements 


save us 


time and money 


..-give us faster 


end-of-the-month billing” 


ing. Whatever the size of your business, the Moore 
man can help you speed your paperwork for better 
control. Look him up in the Yellow Pages of your 
telephone book, or call the Moore office nearest you. 


Ce by 


Moore Business Forms, INc., Niagara Falls, N. Y.: Denton, 
Texas: Emeryville, Calif. Over 200 offices and factories 


7 P ook’), 
throughout the U.S., Canada, Mexico, Cuba, Caribbean \ 


and Central America. ® 
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office 
management 


New programming approaches continue to 


simplify computer applications 


Modular programming, based on “ primitives” which can 
be used as building blocks for various computer applications, 
advocated as more efficient than automatic programming— 


by Robert M. Smith 


THE WAVE of new developments in 
electronic data processing, which 
seemed to have dwindled to mill pond 
proportions in 1958 as consumer com- 
panies, made cost-conscious by the re- 
cession, concentrated on internal cost 
cutting rather than ambitious new pro- 
grams, has built up again. So many new 
manufacturers are entering the com- 
puter field, each week brings so many 
new developments, that a speaker at 
one recent conference ruefully re- 
ported business management is find- 
ing it a major problem simply to keep 
abreast of new “hardware” and new 
techniques. 

And in keeping with this accelera- 
tion of interest, both on the part of 
manufacturers and consumers, one of 
the most significant developments an- 
nounced last year has already come 
under fire as cumbersome and waste- 
ful in terms of new techniques. 

It has been accepted since the first 
experiments with business runs on 
computers that one of the greatest 
problems facing the company instal- 
ling an electronic data processor was 
programming and coding: the descrip- 
tion of the steps the computer must 
follow in order to achieve the desired 
end results. Originally, these steps had 
to be laid out in exact, painstaking de- 
tail; each single operation the compu- 
ter was to perform had to be spelled 
out, and spelled out moreover in terms 
the computer could understand. Since 
the terms the computer could under- 
stand were not the terms human be- 
ings were used to working with, that 
meant that specially trained coders had 
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to be employed to “translate” the steps 
outlined in the program into the de- 
tailed operating instructions the com- 
puter was to follow. 

A great advance was registered with 
the development of automatic pro- 
gramming, or, more properly speak- 
ing, automatic coding. This was based 
on development of “subroutines” — 
entire computer operating sequences 
which could be recorded in the com- 
puter’s memory units. Each of these 
routines could be represented by a 


single English word or simple sen- 
tence. Thus, a fairly elaborate program 
could be encompassed in relatively 
simple operating directions. Each word 
in the direction would be translated 
automatically within the computer to 
represent one of the subroutines al- 
ready stored within its memory. Thus 
the computer would in effect compile 
its own detailed operating program, 
on the basis of simple directions typed 
on its input mechanism. Each of these 
directions would be translated by the 
computer into a subroutine; the sum 
of the subroutines would be a complete 
operation. (See Office Management, 
October, 1958, page 27). 

The advantages of such a system 
were manifest. In the first place, it 


There are so many new computer developments that it is 
becoming a management problem to keep abreast of them 
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Under automatic programming techniques, a basic clerical worker can be trained in a few weeks ... 


could relieve an immediate problem 
of personnel. Trained programmers 
could map out a simple flow chart pro- 
gram, and then turn it over for coding 
to company personnel trained to inter- 
pret the programmer's flow chart into 
the relatively simple directions re- 
quired for the computer. 

This development radically reduced 
the time requirements for preparing 
programs, and also relieved the per- 
sonnel pressure, since clerical person- 
nel could be trained in a relatively 
short time to act as coders. 

The newest development reported 
in this field involves a compromise be- 
tween the principles of “hand tooled” 
programs and “automatic program- 
ming”. At the recent American Man- 
agement Association electronic confer- 
ence in New York, while most of the 
participants present praised “automatic 
programming”, one speaker, even 
while conceding it had speeded up the 
writing of programs immensely, 
offered a new concept employed by his 
company which he claimed to be far 
more efficient than automatic program- 
ming, and more economical as well. 

Jules Mersel, of the Space Tech- 
nology Laboratories, Inc., Los Angeles, 
Calif., speaking at the conference, said 
that his organization had developed a 
generalized programming technique, 
which is based on “modular” construc- 
tion of programs. This, he said, re- 


28 


quired a little more programming time 
than automatic programming, but has 
proved far more efficient in terms of 
the time required by the computer to 
solve a given problem. 


Drawbacks of automatic programming 


“Automatic programming,” he re- 
ported at the conference, “though it 
still did not take a systems approach to 
the problems which beset any one in- 
stallation, still offered great hopes in 
its ability to cut down the elapsed time 
between the point where a problem 
was decided upon, and the point when 
the initial answer came back to the 
original requester. Automatic program- 
ming, however, has not received uni- 
versal acceptance. The main objections 
to it have come from the professional 
programmer who has been quite con- 
scious of the fact that the machine 
is used much less efficiently than it 
would be in a hand-tailored program, 
and that errors in the formulation of 
the problem are much harder to find 
because there is no skilled coder who 
knows the internal workings of the 
problem on a machine, and therefore 
no one who can use this knowledge to 
help find the errors in the problem.” 

As an alternative, Mersel said, his 
organization has developed the “modu- 
lar” approach, in which programs are 
prepared by professional programmers, 
and coded by professional coders, but 


are broken into units — units which 
may later be incorporated whole into 
a totally different program. 

“This approach is one that has been 
evolving from the professional pro- 
grammers who objected to the ineffi- 
ciencies of automatic programming,” 
he reported, “If it has any name at all, 
it could be called generalized program- 
ming. It is based almost entirely upon 
a modular construction of programs, 
and it's interesting to note that at the 
same time this approach has been de- 
veloping in the solution of problems 
on high speed digital computers this 
approach has also been developing in 
the construction of high speed digital 
computers. By modular construction | 
mean the building of the very, very 
small segments of programs in such a 
way that they can be used for any pro- 
gram at any time. Now this is very 
similar to what I described earlier 
when I was discussing subroutines. 
The difference, however, is that it was 
thought that this type of construction 
was only worthwhile if you already 
knew that other people would want 
to use the type of programming that 
you were doing. In the generalized 
programming approach it’s assumed 
that anything which goes into a prob- 
lem may be of use again in the future, 
and should be treated so that it can 
be used again. 

“The trick,” he continued, “is to 
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make these modules as small and as 
primitive as possible. Now these little 
modules of course can be connected to 
make bigger modules. The big modules 
can be changed by just changing any 
one of the little modules that form 
its constituents.” 

The distinction between this type 
of modular programming and auto- 
matic programming, as Mr. Mersel 
pointed out, is a fine one, but basically, 
perhaps, it could be expressed this 
way: automatic programming implies 
a set of routines built into the com- 
puter’s memory by the manufacturer, 
each of which can be denoted by a 
simple direction in clear language. 
Since the emphasis is on terseness and 
simplicity of coding, the subroutines 
must themselves be quite elaborate, 
and must be applicable to a variety of 
different situations. In generalized pro- 
gramming, on the contrary, the pro- 
gram “pieces” — the primitives — 
are small, and therefore more of them 
must be put together to form a com- 
plete program. The program, however, 
once completed will be a more efficient 
one than will be true of the automa- 
tic program — more efficient in terms 
of machine time needed to run through 
the problem. 

To use a very rough simile, the dif- 
ference between the two techniques 
might be put in terms of building an 
automobile. If automobiles were built 
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.. +. to code programs, prepared by a professional programmer, for translation by the computer into its own “language” 


individually, as computer programs 
are, they might be constructed in two 
entirely different ways. Major com- 
ponents of vehicles could be con- 
structed as units, and then assembled 
to make any particular automobile de- 
sired. But that would mean that the 
engine, constructed as a single unit, 
would have to be an engine that could 
serve as power plant for a car of any 
size and any purpose. Such an engine 
could be built but it would not be as 
efficient an engine for any purpose, 
as it would if it were designed specifi- 
cally for a particular type and weight 
of machine. 

Advantages of modular programming 

This would be similar to the “auto- 
matic programming” technique, in 
which all a computer’s basic operating 
directions can be encompassed in as 
few as thirty simple commands. 

On the other hand, if cars were to be 
assembled individually, it would be 
possible to make interchangeable parts 
for each segment of the machine, so 
that a large motor could be constructed 
for a large car, a smaller one for a 
small vehicle, although each would still 
use the same spark plugs, the same 
carburetor, the same battery. This type 
of construction would, of course, re- 
quire more time for production of 
each car, but presumably would result 
in a more efficient end product. 

And this type of design would be 


analogous to the generalized program- 
ming approach described by Mersel. 
He defined automatic programming 
as an excellent device for use with 
any problem or application that is 
only going to be run a few times on 
a computer, but as far too expensive, 
in terms of machine time, for use with 
a problem or application that is going 
to be run constantly. In other words, 
automatic programming will give a 
program, a program that will achieve 
the required results, but it will not be 
as efficient as a modular program. 
Doesn't the modular concept repre- 
sent a return, though, to the days when 
every program was “hand-tailored”, 
every step spelled out for the compu- 
ter by a highly trained professional? 
Again, according to Mersel, it does 
not, since the program is built on small 
sequences of actions applicable in a 
number of different applications rather 
than single actions. Moreover, he main- 
tained, the modular system permits 
individual applications to be com- 
pleted without the necessity of design- 
ing an entire paperwork processing 
sequence first. As a matter of fact, he 
declared, the system is built as indi- 
vidual problems are solved. This offers 
the dual advantage, he believes, of 
getting immediate results from a 
computer in single areas, without wait- 
ing for an entire system to be evolved. 
(To page 78) 
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Service bureaus often “package” a whole task force to take over big but temporary projects 
like converting from manual to punch-card methods 


Is your company exploiting all the 


possibilities of service bureaus? 


They can offer many facilities, but the question is, how 


do you gauge their work beforehand? Here are some ways 


to evaluate the costs and other factors involved— 


by Gerald Murphy 


Vice President, Fairbanks Associates, Management Consultants, New York 


WHEN a company is planning opera- 
tions, the service bureau is frequently 
classified with concerns which it re- 
tains to service equipment such as 
typewriters, tab equipment, air condi- 
tioners, etc. In other words, it is con- 
sidered necessary only when something 
breaks down. 

We do not normally tend to evaluate 
our Own costs versus outside costs. In 
our homes, for instance, we never at- 
tempt to compare annual laundry bills 
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to the costs of installing and maintain- 
ing a washer, dryer, and ironer, not to 
mention “the expense involved for 
space, water, and that small matter of 
labor, which is so often considered a 
free item. (And it is—if two can live 
as cheaply as one. ) 

In business, your decision to use a 
service bureau instead of, or in addi- 
tion to your own punched card installa- 
tion, is of tremendous importance to 
your company and to its data process- 


ing. The value and cost of reports and 
records to every business is well worth 
the time which must be spent on an 
adequate appraisal of the possible uses 
which service bureau facilities might 
have for your company. 

However, no scientific evaluation 
can be derived without a definition of 
the terms and scope of the problem 
in question, and right now we would 
like to explain just what we mean by 
the term, “service bureau.” 

Too often we consider a service bu- 
reau simply a collection of punched 
card equipment and machine operators 
located away from our premises, where 
human and machine time is for hire 
on an hourly, job, or volume basis. 
Actually, outside service organizations 
offer many useful facilities which are 
often disregarded. In fact, the concept 
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of the service bureau should be right- 
fully expanded to include all the pos- 
sibilities of using equipment and/or 
personnel (outside our own organiza- 
tion) to perform all or part of our 
punched card and related clerical 
processing. 

Let me use an actual case to illus- 
trate how one common problem was 
solved by effective utilization of an 
outside service organization. 

Since it may be difficult to envisage 
service bureau equipment being moved 
to your office, our example deals with 
the use of personnel furnished by serv- 
ice bureaus. We hope to illustrate the 
fact that it is often feasible to utilize 
outside personnel (planners and pro- 
grammers, supervisors, machine opera- 
tors, typists, and clerks) for temporary 
periods in order to augment your own 
staff on your own premises. 

This particular application involved 
the conversion of an order entry, and 
billing and accounts receivable opera- 
tion from manual to punched card 
methods. 

The conversion had to be effected on 
a tight time schedule just prior to and 
during a peak business season without 
interruption of order processing. 

The major operations to be con- 
verted were: 

1. Editing of account information, 
including assignment of account num- 
ber and other coding. 

2. Editing of product information, 
including pricing, coding, etc. 

3. Key punching. * 

4. Proofing. 

5. Sorting. 

6. File set-up including guiding. 

The company’s own staff and equip- 
ment assigned to this application on a 
permanent basis could provide only a 
small portion of the total time required 
for the conversion within the scheduled 
period. Moreover, space was available 
for additional personnel and machines 
for a limited time only. 

Close and continuous liaison had to 
be maintained between the personnel 
working on conversion and the clerical 
departments doing the manual portion 
of order processing. And finally, 
original records which were the source 
documents for conversion had to be 
available for constant reference. 

Our problem was: How to obtain 
temporary equipment and_ personnel 
for a major conversion on the com- 
pany’s premises, without the usual 
problems encountered in such an ap- 
proach, such as: 

1. Hiring costs (including advertis- 
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ing, interviews, records and other over- 
head items). 

2. Absenteeism and lateness (nor- 
mally high among temporaries ). 

3. Below-standard production (the 
weeding-out process to find acceptable 
employees ) . 

4. Termination costs (including in- 
creased unemployment insurance pay- 
ments ). 

5. The effect on permanent company 
personnel (sizeable wage differentials 
must often be paid to attract skilled 
workers to temporary positions ). 

Our solution: 

1. To pre-plan in detail every con- 
version step to determine the necessary 
equipment and personnel to accom- 
plish the conversion within the re- 
quired time period. 

2. To rent equipment (key punches, 
chairs, tables, blackboards, etc.) for 
the scheduled conversion period. 

3. To arrange with several service 
bureaus for a pool of personnel com- 
posed of: 

a) experienced key punch operators 


b) clerks. 


Bureaus made responsible 


We stipulated that these personnel 
were to be available on a day-to-day 
and week-to-week basis. The service 
bureaus were to be paid pre-set hourly 
rates for personnel actually used, with 
the outside organization taking the 
responsibility for providing a full staff 
for the operation at all times. Each 
bureau was to be responsible for main- 
taining its Own quota. 

Pre-planning was completed, tem- 
porary equipment delivered, and _per- 
sonnel supplied by the service bureaus. 
Two teams of temporary personnel 
were formed—a machine group (key 
punch operators and proofers), and 
a clerical group (editors and coders). 
Both groups were placed under the 
control of company personnel, with a 
company supervisor heading each 
group. (Since the conversion took 
place during the summer, the clerical 
team was composed mainly of college 
students on vacation. ) 

As the editors finished each small 
section of the account file, the edited 
source material was passed to the key 
punch operators for punching and veri- 
fication. Then the editing group filed 
the punched cards and they were ready 
for order processing on a daily basis. 
The source data was available for refer- 
ence and the switch-over from manual 
to machine processing for each small 
group of accounts was accomplished in 
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a matter of hours. Absent operators or 
clerks were replaced the same day by 
substitute personnel provided by the 
service bureaus. 

Though this conversion did not 
proceed without heartaches and head- 
aches (none ever will), it was com- 
pleted on schedule and the new sys- 
tem processed twice the number of 
orders in a single day that the com- 
pany had ever handled before, just 
four weeks after conversion was start- 
ed. While the cooperating service bu- 
reaus and the personnel they furnished 
played only a small part in this suc- 
cessful conversion, the problems of 
hiring costs, absenteeism and lateness, 
below-standard production and termi- 
nation costs were largely eliminated 
and there was no adverse effect on 
permanent company personnel. 

While this is only one instance of 
the many possible methods of utilizing 
service bureau facilities, I think it 
shows that our broadened concept of 
a service bureau (with proper planning 
and creative imagination) may be a 
highly successful answer to smooth and 
profitable paper work processing for 
your company. 

Now that we've defined what a 

(To page 80) 
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Office built over coal mine combines 
economy, efficiency, attractiveness 


New functional headquarters 
of Hagan Chemicals achieves 
sleek, efficient layout at low 


cost — 


TEN MILES outside Pittsburgh's 
famed “Golden Triangle,” on a roll- 
ing, 27-acre site, stand the new Head- 
quarters Building and Research Center 
of Hagan Chemicals & Controls, Inc. 
| Situated on scenic, landscaped 
grounds that effectively disguise the 
fact that the site was formerly a coal 
mine, the new offices, which opened 
in June, 1958, represent a striking 
achievement in modern office design 
at extremely low cost. 

Construction costs for the long, 
rambling two-story structures that form 
the Hagan buildings, for extensive 
landscaping, parking areas, and a 
unique sewage disposal were in the 
neighborhood of $1,750,000 — or less 
than $3,000 for each worker the build- 
ings can accommodate. This figure in- 
cludes leveling of the land—a major 
project at the outset since the site 
selected was located on an abandoned 
coal mine. 

Economically designed and  con- 
structed, the buildings nonetheless 
present exteriors and interiors both 
functional and handsome. Exterior con- 
struction is of brick and decorative 
panels. Giant cut-stone pillars which 
rim the perimeter of the main entrance 
and floor-to-ceiling glass doors and 
windows at the main entrance area 
form the focal point of design and 
provide a distinctive contrast with the 
wood-paneled interiors and slate floor 
of the reception lobby. 

The main building is an L-shaped 
structure containing 60,000 square feet 
of floor space housing executive offices, 
sales division offices, and purchasing, 
engineering design, accounting, and 
advertising departments. 

Adjacent to it is the 33,000 square- 
5 ; foot Research Center, connected to the 
Long enclosed, airy walkway of handsome brick and glass forms main office building by a long, en- 
connecting link between Headquarters and Research Center closed corridor. The Center houses the 
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Aerial view of Hagan shows intricate layout of new buildings 
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Work areas accent spaciousness, 
feature acoustical ceilings 
company’s laboratory facilities and 
chemical research groups, as well as a 
well-stocked scientific library and a 

cafeteria which seats 200. 

All of the departments in both build- 
ings are situated to contribute to the 
most efficient possible work flow—an 
idea which it was impossible to achieve 
in Hagan’s former building in down- 
town Pittsburgh. Continuing expan- 
sion of the company, which does its 
major business through its Calgon Di- 
vision, had forced offices and depart- 
ments to spread out haphazardly 
throughout the downtown building, 
taking space wherever space could be 
found. 

It was the need for additional space 
as well as a more functional layout 
that inspired officials to consider a 
move “to the suburbs’ 

When officials finally decided to 
build the new offices on a site along 
the Penn-Lincoln Parkway West which 
the company already owned, they were 
faced with two main problems: How 
to construct a modern office building 
atop an abandoned coal mine; what 
effect the move would have on em- 
ployees, since transportation facilities 
were limited. 

(To page 72) 
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Conference room, left, adjacent to cafeteria, doubles as small dining area 


Busy mail room is located on first floor of main building 
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Once a person has been 
trained to “write” even quite 
lengthy material by talking 
into a machine, or dictating 
to a stenographer 


Why not “talk away” your heaviest 
paperwork burdens? 


Dictating major “writing” projects—re ports, programs, 
proposals—can increase executive output, and can, under 
proper guidance, even clarify executive writing— 


by Benedict Kruse 


General Manager, Frank Associates, Public Relations Consultants, Park Forest, Hl. 


WOULD your company hire a typist 
who uses a two-finger, hunt-and-peck 
system? 

Of course not. The touch method is 
a necessary office skill today. 

Would your traffic manager stand 
by and watch a crew unload incoming 
shipments one box at a time? 

If there is any volume at all, you 
can be sure there will be a conveyor 
or a fork lift truck somewhere on the 
scene. 

Do the accountants and bookkeep- 
ers at your company add long columns 
of figures with pencil and_ scratch 
paper? 

Today, this work is done on adding 
machines. 

Just about any place you turn in a 
modern office or factory, you will find 
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basic tools in use to make the output 
of workers easier and more productive. 
This principle is applied over a full 
range of operations covering every- 
thing from electronic computers to 
machines which scrub and wax the 
floors. Today, working time is the most 
valuable commodity purchased by most 
companies. It must be conserved. 

In altogether too many cases, how- 
ever, a foundation firmly built from 
constructive operational bases is topped 
by a wastefully archaic structure. 

While we press continually to de- 
velop better, more efficient methods by 
which office and factory workers may 
do their jobs, virtually nothing is done 
to ease the work or increase the output 
of the executive. 

This is a pretty strong charge. Be- 


fore we examine it further, we should 
define what we have in mind: 

This is mot going to turn into a 
treatise on executive training or de- 
velopment. The shortage of qualified 
management people is a problem of 
everyday reality to most companies. 
Management training, executive de- 
velopment, personnel procurement — 
these are necessary ingredients in mod- 
ern management. A good deal already 
has been done about educating execu- 
tives to future responsibilities. Still 
more — much more — will be done in 
this field in the future. 

In too many cases, however, our 
total effort in executive development 
boils down to taking our keenest, 
quickest minds; developing them to an 
extremely high degree — and then put- 
ting a governor on their output. Too 
often, the benefits realized from some 
of our finest executive minds are 
severely limited by the need to hold 
back their functioning to the speed 
of a pencil on paper. In terms of sim- 
ple arithmetic, a mind capable of 
thinking at 200 to 250 words per 
minute is too-frequently held back to 
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a rate of 20 or 25 words per minute 
—the top speed at which most people 
can write in longhand. In other words, 
because we have failed to teach many 
executives the physical skills of high 
speed expression, we may be realizing 
only 10 percent or so of their potential 
output in some key phases of their 
jobs. 

Most executives actively envy the 
fellow who can pick’ up the micro- 
phone of his dictating machine or 
buzz for his secretary and blithely talk 
his way through complex writing 
chores. Almost everybody wishes he 
could “write” through high speed dic- 
tation. This, however, is one subject 
about which everybody talks and about 
which almost everybody can do some- 
thing. 

It has been proven beyond any rea- 
sonable doubt that almost anybody who 
can write effectively can learn to be 
more efficient by writing aloud. We 
propose to discuss both the values and 
techniques of fitting dictation skill into 
executive functions. 

To start with let’s go back a sen- 
tence or two and note the reference 
to dictating as “writing aloud.” Be- 
fore any executive can become pro- 
ficient in writing by dictation, he must: 

(1) Understand the basic need for 

writing at all. 


(2) Learn to write competently by 
conventional methods. 
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More and more, the true measure of 
an executive and his performance lies 
in the written word. In many cases, 
written reports are the chief means by 
which management checks the activ- 
ities of and evaluates supervisors and 
executives. 

Written reports, either in the form 
of instructions to the company’s own 
employees or as a means of communi- 
cation with outside firms, often make 
up an important segment of an execu- 
tive’s job. 

These are days for putting things 
in writing. The written word is an 
increasingly important challenge in 
the executive job. A large percentage 
of executives, as they are pressed with 
the need for putting more and more 
things into writing, have come to look 
on this phase of their jobs with a 
special sort of dread reserved for evils 
which are necessary but difficult to 
understand. The average executive will 
be the first one to tell you that he’s 
not a writer. Yet, many executives are 
responsible for putting more words on 
paper than best-selling authors. 

Today, then, both management as a 
whole and executives as individuals 
have large stakes in improving execu- 
tive writing talents. For management, 
there is the obvious benefit of having 
more information about business op- 
erations in more digestible form. For 
the individual executive, there is the 
very frank situation that the better 


... he will find, after experi- 
ence, that he can accomplish 
a great deal more writing 
with less effort. Even novels 
have been dictated . 


he is able to report on what he is 
doing, the more recognition he will 
get. 

There is no doubt, then, that im- 
proving the writing ability of execu- 
tives and supervisory personnel would 
be a good thing. The only real ques- 
tion lies in how to go about it. To 
look for a solution, you must first dig 
a little into the nature of the problem. 

Check on many in executive posi- 
tions today and you will find that they 
showed promise in either of two direc- 
tions during school days. 

(1) A leaning toward scientific or 

technical skills. 

(2) A personality which marked 

them as potential salesmen. 


In either case, the great probability 
is that a person with these character- 
istics regarded the English courses in 
his curriculum as sort of a necessary 
evil. It is also likely that not too much 
was said during his educational years 
about his inevitable future need for 
writing ability. 

An extreme but, unfortunately, not 
uncommon illustration can be seen in 
the case of a 30-year-old project en- 
gineer employed by a leading South- 
ern California missile manufacturer. 
In his college years, this young man 
and most of his contemporaries fe- 
garded liberal arts courses — English 
in particular —as worthless wastes of 
time. Looking back, he recalls studying 
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his college catalogues before entering 
his freshman year and betting a friend 
that he could go all the way through 
to graduation without bothering to 
take any work in English Composition. 
He won his bet, but began regretting 
it almost the day after graduation. 

This young man, today, is a project 
leader in an important defense sys- 
tems development program. He spends 
considerably more than half of his 
time writing proposals for and reports 
tO prime contractors and government 
agencies. As it has turned out, his 
rapid rise within his company has put 
him in a position where his engineer- 
ing training serves mostly as a back- 
ground for broad administrative re- 
sponsibilities. Today, his job centers 
around his ability to communicate. In 
advancing to this position, he has suf- 
fered long periods of anguish in de- 
veloping on his own, writing abilities 
for which he could easily have had 
professional help had he foreseen the 
real nature of the business he was get- 
ting into. 

This case points up another factor: 
The type of writing which provides 
the real test for today’s executives is 
a long way from what has customarily 
been referred to as “business writing.” 
In the traditional sense, business writ- 
ing is usually thought of as letters 
and memos. The whole trick, so the 
wags used to say, was to find a secre- 
tary who was pretty sharp at this sort 
of thing. Then, you could just tell her 
what you wanted to say and she could 
put the letters together for you. 

Today, however, business is too big 
and executive requirements are too de- 
manding for anyone to count on being 
able to slip by in this way. The man 
in business— whether he be 
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search and development, sales, engi- 
neering, or almost any other depart- 
ment— must know how to express 
himself in writing. 

It is true that no one expects a lit- 
erary masterpiece from a businessman. 
But, the standards to which the busi- 
nessman writes are more exacting than 
those faced by a novelist. He must, 
first of all, impart knowledge. But, he 
must do it in a way which will be 
meaningful to whoever must read and 
interpret this material as part of his 
own job. 

He must be able to evaluate what 
he writes — putting the most impor- 
tant things first, but also keeping his 
whole subject in proper perspective. 


Business communications difficult 


Even for a man who has been a 
professional writer, business commu- 
nication is hard work. In our own 
experience, for example, we have found 
that even writers with as much as ten 
years of active newspaper experience 
cannot step right into the field of busi- 
ness communications. Even where all 
the necessary writing skills are known 
to exist in advance, we find it takes 
months of training in how to evaluate 
subject matter and “slant” the material 
for business audiences. 

What can be done about it? 

The first thing which needs doing 
is for management people to quit 
throwing up their hands and calling 
the situation hopeless. 

To be sure, writing talent is basic- 
ally a “natural” ability. To become an 
outstanding writer, a person does need 
a certain inborn talent. However, there 
are other aspects to writing skill which 
people who are not professionals in 
this field frequently fail to take into 


One method of producing better writers: an assignment of 1000 words a day 
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account. To start with, let’s agree that 
we do not necessarily wish to develop 
outstanding writers among business 
executives. All we want is to help them 
express themselves competently as part 
of their regular jobs. This is a degree 
of proficiency which can be achieved 
with practice. As a rule of thumb, any- 
one who has shown enough promise 
tO rate executive attention within his 
company will have what it takes to 
develop himself to the point where he 
can write with facility and express 
himself coherently. 

Among professional writers, it is 
well known that talent is not enough. 
Even with exceptional talent as a basis, 
it takes extensive practice and disci- 
pline to spell the difference between 
good potential and real skill. In this 
respect, proficiency in writing has 
much in common with mechanical 
dexterity. The more writing you do, 
the easier it will come to you and the 
better you will be at it. As with any 
other type of training, a writer must 
improve his reflexes and condition 
himself for better performance. 

A generally accepted theory of in- 
struction for young writers is to give 
them a standing assignment to write 
1000 words every day. It doesn’t mat- 
ter too much what they are writing. 
The main thing is that they stick 
with it. 

There is just one other key factor 
in the training of a competent writer. 
And this, too, is present in virtually 
every type of training program. That 
is, you need competent supervision. In 
other words, you should have someone 
available to correct, criticize and make 
continuing suggestions on how your 
writing can be improved. In some 
cases, you may not find the supervisory 
talent you need right within your own 
organization. But, in just about any 
location, there will always be compe- 
tent help available. 

The basic idea is to find someone 
who: (1) earns his living through the 
use of the English language; and (2) 
has the personality and ability to judge 
the work of others and convey criti- 
cism constructively. A good place to 
start looking would be your own pub- 
lic relations or advertising department. 
If your company is too small to have 
such a department, or if there is some 
reason why this arrangement won't 
work out, you might try either the 
English department of a local college 
or your hometown newspaper. It is 4 
pretty sure thing that you will find 

(To page 62) 
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How to develop an effective 
records retention schedule 


First of all, know your company—the best programs are 
those tailor-made to fit the firm. Secondly, be sure that 
your top management team is solidly behind the idea— 


by F. L. Sward 


Facilities Section, Flight Propulsion Division, General Electric, Cincinnati, O. 


IS YOUR wastebasket pretty full at 
the end of the day? No doubt it is, 
and although you might not realize it, 
you have evaluated every letter, docu- 
ment and paper in it for retention pur- 
poses. 

When you throw a paper into your 
wastebasket you, at least subcon- 
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sciously, go through a reasoning proc- 
ess something like this: “I won't need 
to refer to this paper again. It provides 
no legal protection to my company or 
to me. It is of no historical significance 
to us. Therefore, I shall throw it away.” 

This same kind of simple process 
can be applied to disposing of your 
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company records. The savings in rec- 
ords storage costs and recovery of 
valuable floor space will more than 
repay the time and effort you expend 
in placing all your records on definite 
and clearly worded retention sched- 
ules. All you need is an organized and 
determined approach—and a bigger 
wastebasket. 

Many suggested records retention 
schedules are available commercially 
but they should be studied carefully to 
see whether they are suitable for your 
organization. An analysis of a typical 
list of suggested retention periods 
shows that over fifty percent of the 
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records listed are evaluated as “per- 
manent” or “optional”. “Permanent” is 
a long, long time. It means “forever” 
or “until the paper falls apart”. It is 
inconceivable that nearly half the rec- 
ords accumulated by a business or- 
ganization are so valuable that they 
must be held “forever”. “Optional” tells 
you nothing. 

If you expect to obtain the max- 
imum value from your schedules they 
should be tailor-made for your organ- 
ization. No two companies generate 
exactly the same kinds of records or 
use them in the same ways or for 
precisely the same purposes, although, 
of course, there are many similarities 
in all enterprises. Then too, company 
policies vary widely and the nature of 
one company’s business may be en- 
tirely foreign to that of another. In- 
deed, there can well be as many dif- 
ferences between two divisions of a 
very large corporation as there are 
between two entirely separate com- 
panies. All of these factors can and 
should result in variations in the length 
of time that different companies may 
wish to retain the same kinds of 
records. 

Before embarking upon a program 
to establish retention periods for your 
records, it is absolutely essential that 
top management support be obtained. 
This is necessary for two very im- 
portant reasons. First, the impetus of 
your work must come from the top 
down. Otherwise you will be put off 
again and again on one pretext or 
another, by supervisors all along the 
line. The problem is easily postponed 
for it is not a pressing one except to 
the individual who has to find storage 
room for the ever expanding accumu- 
lation of paperwork. Second, you will 
need the active participation of some 
members of top management, partic- 
ularly your legal people, because com- 
pany policy and the requirements of 
the law are very important considera- 
tions in evaluating records. 

On the other hand, the “action” 
phase of your program must start at 
the bottom of the organization where 
the majority of records are generated. 
It must start at the file cabinets where 
the records are housed and with the 
people who are actually handling and 
using the records in their daily work. 
You cannot sit at a desk with a list 
of your company’s forms and a pro- 
cedures manual and expect to produce 
any meaningful retention periods. You 
must build your schedules upon the 
records as they actually exist, not upon 
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the way they are supposed to exist or 
upon the way you think they exist. 
Before discussing the mechanics of 
a program, let us consider the basic 
reasons for retaining records. These 
are three: (1) for their reference 
value, (2) for their legal value, and 
(3) for their historical value. Every 
record possesses one or more of these 
values. If it doesn’t it should be in the 
bonfire or, more likely, should never 
have been generated in the first place. 


Checking record’s reference value 


The reference value of a record is 
very easy to determine. Just count the 
references to it. For instance, let us 
say you have a set of inter-office cor- 
respondence files divided chronologi- 
cally by year. You refer to your current 
files daily. Occasionally you have to go 
into last year’s files. Once or twice 
within the last six months you have 
gone into files of the previous year. 
But you have had no reference to your 
older files for over a year. Obviously 
the reference value of these files is 
negligible after they are two years old 
and nil after three years. Therefore, 
from strictly a reference value stand- 
point, these files are disposable after 
three years — perhaps after two years. 

The legal value of records is a bit 
more difficult to ascertain and here 
you will have to rely quite heavily for 
assistance on legal advice and counsel. 
Legal requirements involve such con- 
siderations as Federal, state and local 
statutes of limitations pertaining to 
matters recorded in your files, and 
Federal, state and local laws and reg- 
ulations prescribing that certain kinds 
of records be created and maintained 
for certain periods. If your company is 
doing work for the Federal Govern- 
ment there are contractual obligations 
with respect to records which you 
must fulfill, Contractual clauses re- 
lating to records are, of necessity, quite 
broadly worded and frequently require 
a legal opinion when an attempt is 
made to apply them to a_ specific 
record. Finally, although certain records 
may not be vital from a legal stand- 
point, they may be useful in the event 
your conipany becomes involved in 
litigation. Only your legal people can 
advise you on these matters and this 
is an area where company policy is an 
important consideration. 

The historical value of records is 
also largely a matter of company policy. 
Records possessing this value are those 
which document how things were 
done, why they were done, and what 
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the results were. Records of research 
work would also be of historical sig. 
nificance. Charters to do_ business, 
ownership records, deeds and _ titles, 
copyrights and patents, minutes of di- 
rectors’ meetings and similar docu- 
ments are, in the end, historical records 
even though they certainly possess a 
vital legal value too. Certain financial 
records would have important his- 
torical significance. In order to be truly 
“permanent” a record must be his- 
torical, although all historical records 
are not necessarily “permanent”. The 
key question in evaluating a record 
from an historical standpoint is: How 
detailed a history does my company 
want to keep? In any event, the vol- 
ume of historical records should be 
relatively small. 

To be “disposable” a record does not 
have to be completely useless. It should 
be destroyed when the value of the 
information it possesses no longer war- 
rants the expense of maintaining and 
servicing it. Sometimes a calculated 
risk is well worth taking. Weighing 
the known costs of maintaining a 
record against the purely speculative 
costs which might be incurred if the 
record were needed and not available, 
can lead to a decision in favor of a 
short retention period. Money spent 
to maintain records could, in some in- 
stances, be put to more productive use, 
resulting in a greater overall gain to 
your company in the long run. 

The mechanics of producing a rec- 
ords retention schedule can be broken 
down into four major steps: 

1. Gathering information necessary 
to evaluate each record. 
Evaluating each record and rec- 
ommending a retention period 
for it. 

Obtaining necessary management 
approvals. 

4. Publishing and distributing the 
resulting schedules for the guid- 
ance of records custodians. 

The first step should be taken by 
actually inventorying the records, 
drawer by drawer, cabinet by cabinet, 
of each organizational element of the 
company and by talking to the people 
who work with each group of records. 
Here are some suggested bits of in- 
formation you will want to pick up: 

(a) The organizational component 
having custody of the record. 

(b) The mame of the record. Be 
careful here, for in a large organization 
different records are likely to be known 
by the same name and, conversely, the 

(To page 82) 
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Flow chart of Seagram order-billing 1.D.P. operations 


“Total systems” approach to integrated 
data processing pays off for Seagram 


Completely integrated order-billing cycle not only gives 


immediate results in increased efficiency, lower costs, but also 


gives company experience for other applications— 


by Joseph C. Blunt 


Assistant Controller, Joseph E. Seagram & Sons, Inc., New York 


HERE AT SEAGRAM, we feel that 
the unique feature of our integrated 
data processing program is its com- 
pleteness. To this end we have sacri- 
ficed neither economy, flexibility nor 
workability. Rather, we think that the 
total systems approach to our order- 
billing problem has paid off hand- 
somely in results. 

The complete order-billing cycle — 
from order preparation through plant 
production and shipping, accounting 
and statistical functions — is totally in- 
tegrated by use of tape reading/writ- 
ing equipment. Document preparation 
in all of these functions has been made 
“automatic” in ranges varying from 
60 percent to 100 percent. 

The experience and knowledge we 
obtained as a result of “getting our 
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feet wet” in integrated data processing 
are immeasurable. We feel that it has 
opened up many other areas for sys- 
tems work which otherwise might not 
have been possible. Some of the more 
significant results obtained from our 
total program are as follows: 

A. Elements of mystery and confu- 
sion historically surround our order- 
billing function. With automation it 
has been reduced to a simple, straight- 
forward and easily followed standard 
process. 

B. Monthly accounting closings have 
been accelerated 50 percent. 

C. Errors in coding and otherwise 
have been substantially reduced. 

D. Quicker and better analysis of 
sales and cost is available to manage- 
ment. 


E. Yearly savings have been sig- 
nificant. 

Our integrated data processing sys- 
tem, in operation for over a year, pro- 
vides the order-billing and related 
services for all of our beverage affiliates 
including Seagram, Calvert, Four 
Roses, Hunter, Kessler, Browne-Vint- 
ners and General Wine and Spirits. All 
operations are centralized in our main 
headquarters through a closely-knit 
team effort program between our sales 
companies, production division, office 
management, Accounting Department 
and Data Processing Department. All 
control work is handled by the Order- 
Billing Department; tape handling and 
document preparation is handled by 
our Communications Center and re- 
port work by the Data Processing De- 
partment. 

The communications link in our pro- 
gram is a teletype network connecting 
all major U. S. plants and sales offices, 
plus our Montreal, Canada, plant. This 
network consists of a combination pri- 
vate wire, Western Union and TWX 
set-up, controlled by a central control 
station at headquarters—375 Park 
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Avenue, New York City. Also, at head- 
quarters — and a vital point of our 
program—is our Data Processing 
Center, which incorporates use of con- 
ventional tabulating and data process- 
ing electronic equipment, as well as an 
IBM 650 Electronic Computer. 

The components of the Seagram 
total integrated data processing sys- 
tem are as follows: 

A. Preparation of sales orders on 
Flexowriters using customer and item 
master tapes (80 percent automatic). 

B. Transmission of orders to plants 
and offices via 028 teletype equipment. 
Plants receive hard copy as well as 
tape (100 percent automatic — by- 
product of A). 

C. Preparation of shipping papers at 
plants on Flexowriters using order tape 
received (60 percent-80 percent auto- 
matic — by-product of B.) 

D. Invoice preparation in New York 
on Model C computers using tapes re- 
ceived from plants (90 percent auto- 
matic — by-product of C). 

E. Conversion of by-product tapes to 
cards (100 percent automatic —by- 
product of D) producing individual 
detail and total cards for the following 
computer elements of this program: 
Inventory Accounting 
Sales Statistics and Analysis 
Accounts Receivable 
Cost Accounting 
Tax Accounting 
Credit 

Since the scope of our sales opera- 
tions involves shipments from domes- 
tic plants, domestic warehouses and 
foreign imports, our operation of neces- 
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Data processing center at Joseph E. Seagram & Sons 


sity must be flexible. As a result, we 
have grown into four distinct opera- 
tions — each similar in its purpose and 
in its utilization of the principles of 
integrated data processing, yet differ- 
ent in its application. The four opera- 
tions are as follows: 

1. Order — Shipping — Billing — 
Tab conversion 
Order-Billing — Tab conversion 
Billing — Tab conversion 
Pre-Billing — Shipping — Tab 
conversion 

To start at the beginning, the as- 
signment of this project was made in 
the summer of 1956. A general sketch 
of what was thought to be a workable 
integrated data processing system was 
given to Jack Rooney, senior analyst, 
and his assistant, Larry Walsh. Work- 
ing from this rough plan and with the 
aid of Standard Register and Com- 
mercial Controls Corporation, the 
“total” system was developed and en- 
gineered to its beginning in April, 
1958, with our Lawrenceburg, Indiana 
operations. 

The first six months of effort in 1956 
was spent in a complete survey of the 
present systems of all of our compan- 
ies, including field as well as New 
York locations and encompassing all 
functional components revolving 
around the complete cycle of order 
and billing. Sales company procedures 
were studied, as well as production, 
traffic, accounting, credit and all others 
which, in any way, were affected di- 
rectly or indirectly by the cycle. A 
number of our customers were inter- 
viewed with respect to their require- 
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ments. This work revealed a great 
number of duplications and inconsis. 
tencies in the paperwork mill between 
companies and locations. Basically, 
however, it revealed common elements 
and requirements adaptable to au. 
tomation. 


Other firms’ programs checked 


The following six months were 
spent in developing the basic ideas of 
a new program and researching equip- 
ment which could, in our opinion, best 
perform the total assignment. A num- 
ber of firms which had a variety of 
automation programs involving order- 
billing were visited. At that time the 
“ideal” equipment was not on the mar- 
ket. However, we were resolute in 
sticking to our original general plan 

. to have no interruption of the “in 
tegration” by the insertion of a manual 
operation. We felt that the five-channel 
common language coded tape must 
carry us from the order itself to the 
money in the bank without a break. 
Specifications were soon available on 
what we were seeking in equipment, 
and plans were made accordingly. 

The next four months involved a 
complete study of all documents and 
reports relating to the problem. This 
included orders, invoices, bills-of- 
lading, shipping memos, government 
forms, statistical reports and plant re- 
leases for all companies. This study re- 
sulted in a proposal to combine a 
number of forms, eliminate others and 
arrangement of the information on all 
forms to fit a standard programming 
throughout. This was considered to be 
a vital part of the program. 

At this point, a presentation was 
made to the sales, production and ac- 
counting executives to obtain their ap- 
proval of the proposed system. A num- 
ber of changes in the work flow were 
proposed; some would mean organiza- 
tion changes. These changes, required 
to produce the most workable system, 
necessitated: 

That all sales orders be prepared 
centrally from worksheets prepared in 
the field (to take advantage of au- 
tomation most economically). 

That all sales orders be routed 
around credit on an “exception” basis 
(to speed flow). 

That work assignments at the plants 
between Traffic and Shipping Depart- 
ments be revised (shipping memos and 
bills-of-lading were combined). 

That order handling functions in 
National sales offices be combined 

(To page 85) 
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Du Pont “Fabrilite’*vinyl upholstery gives office furniture 
an impressive, up-to-date look. That's why it’s fast be- 
coming first choice with important businessmen every- 


where! Modern-living ‘‘Fabrilite’? resists stains, scuff 
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*¢ Rabrilite? is Du Pont’s reaistered trademark 
Sor its elastic 


inyl upholstery. 


marks...sponges clean. It actually pays for itself in long, 
beautiful wear. Look into ‘Fabrilite” today. See the wide 


color choice in leathery surfaces, in iridescent finishes, in 
opulent tooled designs. Best investment you can make! 


CHEMISTRY 
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“Billion Dollar” 
Hndorsements 


Of the 32 American industrial corpora- 
tions enjoying annual sales of one billion 
dollars or more, 27 bought MAC control 
panels and wires during 1958. More than 


95% of their purchases were repeat orders. 


We are deeply proud of these outstand- 
ing endorsements, and pledge ourselves to 
maintain the quality and service which 


> earned them. 


If your company can benefit from MAC 
. service and quality please contact your 


MAC representative or inquire direct. 


= 75S ny 


— tes atin 
High Point North Carolina 


; See us at booths 63 and 64 
NMAA Conference — St. Louis 
June 24, 25 and 26 


Use Readers’ Inquiry Coupon on Page 88 
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IBM introduces complete line of magnetic ink 
character sensing equipment for banks 


INTERNATIONAL Business Ma- 
chines Corp. early last month demon- 
strated a new line of electronic equip- 
ment that can “read” magnetic ink 
characters imprinted on paper checks, 
and transmit the information directly 
into data processing systems. The char- 
acter sensing equipment was exhibited 
at the IBM Product Development Lab- 
oratory, Poughkeepsie, N. Y., to the 
press and more than 500 bankers. 

The new line, which is known as 
Series 1200 Character Sensing Equip- 
ment, consists of four main units: a 
Proof Inmscriber; a Sorter-Reader; a 
Sorter-Reader Control; and a Utility 
Inscriber. 

Since many banks have already in- 
stalled computers for use in day-to-day 
banking transactions, the great lag in 
banking “automation,” according to 
IBM, has occurred in the initial proc- 
essing of checks, deposit slips, and 
other documents, which must be com- 
pleted before information can be fed 
into machine accounting systems and 
computers. Now, according to Francis 
G. Rodgers, head of bank marketing 
for IBM, new sorting and handling 
equipment is “closing this gap.” 

Stressing that the new IBM machines 
are not computers, Rodgers said: 

“Their function is to read and sort 
and to develop information which can 
be computed and processed. The com- 
puting part of electronic banking is al- 
ready very much of a reality. The 
groundwork in this area has already 
been laid by the many banks using com- 
puters.” 

The new units all employ as a com- 
mon language the Magnetic Ink Char- 
acter Recognition system developed 
and approved by the American Bank- 
ets Association. A special set of Arabic 
numerals has been agreed on by the 
banking group and all leading manu- 

(To page 76) 


Top: Sorter-Reader unit; center: in- 
scribed check showing how magnetic 
ink characters are used; bottom: com- 
plete 1200 series installation. 
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Vv Projector stand A-l 


All-steel, portable stand for movie and 
slide projectors is available in baked 
enamel finish of tan or gray. The 41- 
inch-high stand is mounted on casters, 
and features storage space for machine 
accessories. Smith System Mfg. Co., 212 
Ontario St. S.E., Minneapolis 14. 


> Executive desk A-2 


Executive desk for home or office meas- 
ures 57 by 24 inches. All exposed sur- 
faces are made of walnut or walnut 
veneer. Cottonsmith Furniture Manu- 
facturing Co., Inc., Winston-Salem, 
N. C. 


A Microfilm reader-printer A-3 


“Thermo Fax” Twenty-Nine microfilm 
reader-printer can produce 18- by 24- 
inch, or 12- by 18-inch copies in a mat- 
ter of seconds. The combination reader- 
printer stresses simplicity of operation, 
and will accommodate 35mm _ micro- 
film in aperture cards or tabulating card 
sizes. Price, $919.00. Minnesota Min- 
ing and Manufacturing Co., 900 Bush 
Ave., St. Paul 6, Minnesota. 
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New 


v Dictation machine A-4 


Portable dictation machine weighs 4! 
pounds, and will fit in a briefcase. All 
controls, including reverse and play- 
back, are built into the microphone. 
The Coronet machine utilizes a mag- 
netic Mylar re-usable belt as the record- 
ing medium. Unit is battery powered, 
but a converter for A.C. is available tor 
office or home use. Comptometer Corp., 
1735 N. Paulina St., Chicago 22. 


q Adding machine A5 


Model 541-30 three-position shuttle 
carriage adding machine has grand 
total register, and split motor bars for 
vertical and horizontal postings. The 
machine may also be used as a state- 
ment and billing machine using numer- 
ic codes for commodity description. 
Addo-x Inc., 300 Park Ave., New York 
22. 


A Forms burster A6 


Forms burster is equipped with a new 
high efficiency trimmer that trims up to 
12 plies of fastened control punched 
forms within 1/64 inch tolerance. The 
unit will trim and burst continuous 
forms 3 to 17 inches in length at a rate 
of 90 feet per minute. UARCO Inc, 
7902 S. Ashland Ave., Chicago 20. 


A Time meter A-7 


Elapsed time meter is designed to 
record the actual time, in hours, that 
an electric, electronic punched card 
or data processing machine is used. 
It may also be used with key-driven 
types of data processing machinery. 
Engler Instrument Co., Jersey City 5, 
N. J. 
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A Photocopier B-1 


Contouramatic Mark II, an automatic 
single-unit photocopier, has sealed 
vinyl bags to contain processing fluid. 
The unit makes black and white copies 
up to 9 inches wide on card stock, col- 
ored papers, offset plates etc., and will 
reproduce marks made by colored pen- 
cils, ballpoint pens, etc. F. G. Ludwig, 
Inc., 151 Coulter Place, Old Saybrook, 
Conn. 


A Stencil duplicator B-2 


Electric silk screen process stencil du- 
plicator features cartridge inking, au- 
tomatic ink distribution, and speeds 
adjustable from 40 to 140 copies per 
minute. Postcard- to legal-size papers 
may be accommodated without addi- 
tional attrachments. American Office 
Equipment Co., 24 East 21st St., New 
York 10. 
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v Telephone B-3 


New “Executive Telephone” allows a 
number of pre-selected phones to be 
signalled directly by push-button. Unit 
can cut in on busy phones, if caller 
wishes; and will immediately seize 
connection when line is free if caller 
does not wish to break in on busy line. 
Tele-Norm Corp., 55 W. 42nd St., 
New York 36. 


v Adding machine B-4 


Fully-electric, model 811 credit balance 
adding machine has 11-column add and 
12-column total capacity. Other fea- 
tures include multiplication key with 
automatic stepover and condensed key- 
board with three zero keys and non- 
print device. General-Gilbert Corp., 
150 Broadway, New York 38. 


4 Offset duplicator B-5 


High speed, automated, offset dupli- 
cator accommodates paper sizes from 
3 by 5 to 11 by 17 inches. Designed 
for repetitive duplicating, the operat- 
ing cycle of the machine is regulated 
by a program control unit, which in- 
sures production of exact number of 
copies indicated by operator before run, 
for as many runs as required. A. B. 
Dick Co., 5700 West Touhy, Chicago, 
Ill. 


A IDP machine B-6 


The Synchro-Monroe President, inte- 
grated data processing machine, simul- 
taneously punches either tape or cards 
as it Carries on regular accounting jobs. 
Removable encoder board allows choice 
of a 5, 6, 7, or 8-channel tape, or direct 
connection to an IBM 024-card punch. 
Monroe Calculating Machine Co., Inc., 
Orange, N. J. 


A Bookkeeping machine B-7 


Automatic functions of this desk model 
bookkeeping machine include: totaling 
sub-totaling, accumulation of items 
posted, adding, subtracting, and dating. 
The machine is designed to modernize 
bookkeeping operations ranging from 
accounts receivable and payable, to 
billing and report writing. Burroughs 
Corp., Detroit 32, Mich. 


v Photocopier B-8 


“Convertible Corvette” 2-task photo 
copy machine incorporates the single- 
copy transfer process with an unlimited 
copy method. It can produce one or 
many black and white copies, written 
printed, or typed. Price, $279.00. 
Cormac Photocopy Corp., 80 Fifth 
Ave., New York, N. Y. 
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A Card file C-1 
Card Caddy with alphabetical guides 
serves as desk-top file for business 
cards, and is small enough to fit into 
the top desk drawer. Tray is gold-tone 
aluminum, available in 750 or 1000 
card capacity size. Price, $2.49 and 
$2.98. The Hahn Co., Box 64532, Los 
Angeles 64, Cal. 


A Modular desk C-2 


Modular desk arrangement provides a 
work unit with convenient facilities 
work unit with convenient facilities and 
storage space. Aristocrat unit is Surf 
Green in color, with gray Textolite 
drawer and back panel. Remington 
Rand Div. of Sperry Rand Corp., 315 
Fourth Ave., New York 10. 


C-3 


An extension of the manufacturer's 
Parallel Entry Data Printer is this read- 
out form printer with an automatic 
form ejector. The machine records 
automatic check-out data, quality con- 
trol reports, inspection records, etc. 
Clary Corporation, 408 Junipero St., 
San Gabriel, Cal. 


v Form printer 


v Document cases C-4 


Metal edge foil document cases form 
safeguard against flame or water dam- 
age. Laminated inside and out with 
aluminum foil the cases are available 
with hinged lids or fit-down tops. Hol- 
linger Corp., 3810 South Four Mill Run 
Drive, Arlington, Va. 


q Storage cabinet C-5 


Functional storage cabinet offers 35 
cubic feet of shelf and drawer space. 
Unit is constructed of satin finish steel 
tubing and maple veneer panels, and 
is mounted on ball bearing swivel cast- 
ers. Four alternative interior combina- 
tions are available because cabinet has 
adjustable shelving and paritions. Fleet- 
wood Furniture Co., Zeeland, Mich. 


A Water cooler C4 


Self - contained electric water cooler, 
“Wall-Temp” model WT-13, mounts 
flush to the wall and off the floor. Fin- 
ish is in mist gray with stainless steel 
drain basin; condensing unit is 1/5 
h.p. fan cooled. Temprite Products 
Corp., Birmingham, Mich. 


A Patterned tape C7 


A line of pressure sensitive tapes are 
available in a variety of colors and pat- 
terns as an aid to graphic chart and 
graph procedures. Tape width runs 


from 1/64 to 2 inches in solid colors, 


1/32 to 2 inches in pattern. Labelon 
Tape Co., Inc., 450 Atlantic Ave., Roch- 
ester 9,N. Y. 


For further information, use 
Readers’ Inquiry Coupon on 
page 88. 
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vy Electronic stencil machine D-1 


Gestefax electronic machine is design- 
ed to reproduce photographs, forms, 
letters, etc., directly on a mimeo sten- 
cil. The stencil may then be used to 
make faithful copies on regular stencil 
duplicating equipment. Gestetner Du- 
plicating Corp., 216 Lake Ave., Yonk- 
ers, New York. 


v Duplicating machine D-2 


Seated-Posture, direct process duplicat- 
ing machine, handles forms from 3 by 
5 to 14 by 14 inches at speeds up to 
120 copies per minute. Machine also 
features “no pour” fluid supply pump- 
ed directly from the container in which 
it is received. Ditto, Inc., 6800 McCor- 
mick Rd., Chicago 45. 
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A Microfilmer D-3 


Recordak Portable Microfilmer weighs 
24 pounds with a film capacity of 100 
feet. Two rolls of film may be exposed 
simultaneously and audible-visible sig- 
nals assure operators of proper machine 
operation. Recordak Corp., 415 Madi- 
son Ave., New York 17. 


RITING 


AN 


CELLULAR 
NETWORK 


RESTORATION OF 
CELLULAR NETWORK 


A Duplicating paper D-4 


New duplicating paper utilizes direct- 
ink transfer principles to produce 
“non-smudge” duplicates. Pressure of 
type-bar, or writing instrument, re- 
leases liquid ink from cellular struc- 
ture and transfers it to copy paper. Ink 
from other sections of “Plastisol” sheet 
then flows to replenish empty cells. 
Columbia Ribbon & Carbon Mfg. Co., 
Glen Cove, N. Y. 


q Telephone device D-5 


Magna-phone device allows two-way 
telephone conversations without hold- 
ing the phone. Portable, battery pow- 
ered unit also features an easily ad- 
justed volume control. Operation 
consists of placing the telephone re- 
ceiver in Magna-phone cradle; allows 
group of people to participate in 
telephone conversations. Price, $59.50. 
Kay-Townes Mfg. Co., Box 593, Rome, 
Georgia. 


v Display easel D-6 


Featherweight office display easel is de- 
signed to hold display cards as narrow 
as 16 inches. The unit is 53 inches 
high, made of 1-inch heavy duty alumi- 
num tubing, heliarc-welded. Support- 
ing stainless steel pegs are secured to 
front legs by safety chains. Metal Prod- 
ucts Engineering, Inc., 4002 Long 
Beach Ave., Los Angeles 58. 


A ne red 
a 


. 


W Floor machine D-7 


Model 16E Silent Huntington floor ma- 
chine features new type gear reducer 
with steel gears; micro-switch handle; 
and 50 feet of three-wire cable. One- 
half horsepower motor rests directly 
over brush for operating balance. Unit 
comes equipped with polish and scrub 
brushes. Huntington Laboratories Inc., 
Huntington, Indiana. 
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A Monthly Feature 


Tools of — 
the Office on 


f 
| ( ) 
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Mailroom Equipment 


THE OFFICE “tools” discussed in this 
month’s issue fall under the category 
of “mailroom equipment” even though 
many of the items mentioned are fre- 
quently found in other departments, 
especially addressing and collating de- 
vices which are often situated in steno- 
graphic and duplicating areas. How- 
ever, all the equipment discussed here 
plays an integral role in the mailing 
performance and is thus a part of the 
mailroom—if not in body than at least 
in purpose. 

In spite of its somewhat factory-like 
appearance, the office mailroom is the 
veritable backbone of every business, 
essential to its success—and_ survival. 

The mailroom and its adjoining 
areas are usually characterized by in- 
tense activity and harassed expressions; 
in spite of careful systematization, the 
mailing process, by its very nature, 
must always involve countless crises 
and emergencies which arise even in 
everyday routine operations. 

And the people who work in the 
mailroom might be considered the 
unsung heroes of their trade, for al- 
though history has paid homage to 
mail carriers throughout the centuries, 
very little appreciation has ever been 
proclaimed for the men and women 
behind the scenes (in the mailroom). 

Much written praise has been given 
the drivers and riders of the Overland 
Stage and Pony Express who reported- 
ly, day and night, summer and winter, 
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over dusty plains and dangerous moun- 
tain trails, and frequently in the midst 
of hostile Indians, managed to “get 
the mail through.” 

And it was as early as 500 B.C. that 
Herodotus wrote his famous, “Neither 
snow nor rain nor heat nor gloom of 
night stays these couriers from the 
swift completion of their appointed 
rounds,” in honor of mail carriers, and 
such tribute has been carried through 
to modern times. 

Unfortunately, the people who ad- 
dress, collate, sort, stack, fold, seal, 
weigh, and stamp have never received 
any such eloquent commendations. 

Luckily, however, the manufacturers 
of office equipment have developed a 
variety of machines and devices which 
succeed in easing a good deal of the 
inevitable mailroom pressure and 
which serve as great aids to the vital 
performance of mailing. 


Addressing equipment 


Addressing equipment is the first 
type of mailroom equipment to be 
discussed in this section. The most 
familiar types of addressing apparatus 
“print” addresses from embossed metal 
plates, stencils, or spirit masters. The 
masters for the last two types may be 
prepared in individual form or in 
strips or rolls. 

Many systems have a form of coding 
so that classes of addressees may be 
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withdrawn from master files for selec- 
tive mailings. Some machines are ca- 
pable of selecting addressees automati- 
cally; however, in other types, the 
codes merely make possible the iden- 
tification of individual addressees in a 
particular category or group by the 
operator as he or she comes to them. 

Such units, unfortunately, can only 
be used with addressees contacted regu- 
larly enough to warrant the prepara- 
tion of an address plate or stencil. A 
great number of mailing pieces must 
still be individually addressed. 

There are several obvious methods 
by which addressing can be simplified. 
Window envelopes, for instance, are 4 
great boon to mailing efficiency since 
they not only reduce the addressing 
problem, but also eliminate the pos- 
sibility of sending mail in the wrong 
envelope. Punched card postcards are 
a big help too since they eliminate 
the inserting process. They are prac: 
tical, however, only in companies 
where other operations are also han- 
dled by punched card equipment. 

More interesting and complex proc- 
esses in use today include an adapta 
tion of the photo-electric reproduction 
method known as facsimile, and of an 
“electrostatic” method in which af 
optical system projects an address onto 
a label in such a manner as to create 
an electrical charge; the charged chat- 
acters and numerals attract oppositely 
charged ink in the form of a spray. 
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The latter method, mot dissimilar to 
the xerographic copying process, is 
potentially capable of operating at 
speeds of thousands of lines a minute. 
(More detailed descriptions of the 
facsimile and xerographic processes 
will be found in the “Tools of the 
Office” section of the March, 1959 
issue of Office Management.) 

Integrated data processing systems 
employ both these methods, and names 
and addresses themselves may be pre- 
pared automatically from such “com- 
mon language” inputs as punched cards 
and punched tape. However, regardless 
of how the address cards or tapes are 
prepared, the fact that the processes 
can actually “read” the printed material 
on them means that the addressing 
equipment can be integrated into a 
system under automatic control. 

Embossed plates may also be pre- 
pared automatically by the use of 
gtaphotypes controlled by punched 
tape; while spirit masters and stencils 
may be created by one of the various 
forms of automatic typing. 
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Behind-the-scenes personnel go about their tasks in well-equipped mailroom at Joseph E. Seagram & Sons, Inc., New York. 


Several machines not only address 
but also print the entire letter includ- 
ing the date, letterhead, and signature. 
Thus the complete letter can be pre- 
pared and addressed in one run 
through the machine. Other machines 
incorporate accounting functions into 
the addressing process. Their ability to 
punch and imprint cards, accumulate 
totals, and perform numbering and 
sorting operations far surpasses human 
efficiency in both speed and accuracy. 

There are simple manual devices 
used for addressing too. Hand stamps 
used for addressing cartons and pack- 
ages are of great aid in the mailroom 
as are hand-held addressing devices 
which contain spirit master rolls hold- 
ing a list of names and addresses. The 
variety of addressing equipment is, of 
course, considerable, and it varies in 
degree from highly complex types of 
machinery to simple hand devices. 

Collators, like addressing equipment, 
are often situated outside the mail- 
room; but they too play an important 
role in the mailing process. 


The simplest type of collating device 
is a rack in which stacks of pages may 
be placed in sequence so that they may 
be gathered and arranged into individ- 
ual sets. More advanced models involve 
the use of bins. The pages are collated 
from the bins (one page from each bin) 
to make complete sets. In cases where 
a feeding mechanism is provided from 
each bin, a simple form of mechanical 
collation can exist. This is achieved 
through a type of arm which moves 
in and out of each bin taking the top 
sheet from the stack so that it may be 
placed in proper sequence with sheets 
from the other bins. The series of arms 
so used are operated mechanically so 
that they are coordinated and may be 
controlled easily by the operator. This 
type of collator may use foot control, 
manual power, or operate electrically. 

In other collators, the stacks are ar- 
ranged in such a way that as the top 
sheets are removed, they are gathered 
mechanically, as by riding on a moving 
belt. This method allows many types 
of arrangements. For instance, in some 
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cases, the stacks are placed vertically 
while others are set in a horizontal 
sequence. Some collators carry the 
stacks in pockets which are mounted 
to rotate either vertically or horizon- 
tally. 


While friction feeds are used in a 
great many collating machines, there 
are others which use a suction type, 
or vacuum feed. The more expensive 
machines offer a variety of safety de- 
vices to prevent misfeeding. Some 
measure the thickness of pages gather- 
ed from each stack, and should double 
loading occur, the machine stops and 
a warning signal is given. Others are 
equipped with photoelectric cells scan- 
ning each station in order to stop the 
machine should a blank page appear in 
a stack. A large variety of accessories 
is offered with the more complex ma- 
chines; among these are counting, fold- 
ing, stitching, stapling, and offset stack- 
ing facilities. 


Folding and inserting machines 


Folding machines, either manually 
or electrically operated, can make a 
variety of standard folds. The desired 
fold is determined by making a simple 
adjustment on the machine. 

Inserting machines gather materials 
and insert them into envelopes. The 
simplest machines insert only one item, 
but larger machines may gather en- 
closures from a number of stations, 
inserting complete sets. 


Mailing equipment illustrated at left is, 
top to bottom, Didde-Glaser’s “Speed- 
Klect” collator; Weber Marking Systems 
addressing machine; Elliott’s Model 1250 
Addresser; Bell & Howell Phillipsburg 
Co.’s Phillipsburg Inserter which gathers, 
opens flap, seals, prints indicia, counts, 
and stacks; Martin-Yale’s “Premier Auto- 
Folder” with new automatic conveyor- 
stacker. 


More advanced equipment in this 
category folds the material, gathers it 
and inserts it; postage metering facili. 
ties are also sometimes included, as wel] 
as sealing and stacking features. These 
machines can carry out the complete 
mailing operation once the original 
material has been prepared and ad- 
dressed. 


Opening and sealing machines 


The primary function of an envelope 
opening machine consists of trimming 
a small edge off one side of the en- 
velope. These machines may be oper- 
ated either manually or electrically; 
the electric units, which have become 
increasingly popular, are able to open 
an enormous amount of envelopes in 
a very short time. Usually, the amount 
of material trimmed off can be regu- 
lated by a simple adjustment to the 
machine. In order to avoid cutting into 
material contained inside the en- 
velopes, a jogging device can be used 
to shake all material to the bottom of 
the envelopes. 


Sealing equipment is usually rela- 
tively uncomplicated as it merely mois- 
tens the envelope flap and then moves 
the envelope between rollers to press 
it closed. Some sealing machines can 
also apply postage stamps. 

More elaborate machines are elec- 
trically operated, and sealing features 
are often combined with postage print- 
ing and other mailing facilities. 


Postage metering machines 


Postage metering equipment prints 
postage directly onto envelopes or onto 
postage labels or strips which are to 
be affixed to mailing pieces. Since the 
postage so printed is equivalent in 
amount to U. S. Government stamps 
of the same value, its use is controlled 
by strict government regulation. 

The total postage for a unit is pur- 
chased in advance at the post office, 
and the amount paid for is set into 
a locked meter in the machine. As 
postage is printed, its value is sub- 
tracted from the amount in the meter. 
To facilitate purchasing, the meters in 
all but the smallest machines are made 
detachable for convenience in taking 
them to the post office. Besides print- 
ing the postage, such machines also 
print a dated postmark and, if desired, 
some form of postmark advertising. 

The most economical of these ma- 
chines for a small office are those which 
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ers 


are operated manually. Larger models 
may be equipped with automatic load- 


ing features; and postage metering 
facilities may be included in machines | 


which fold, gather, seal, insert, and 
stack mail all in one operation. 

Some interesting news in the postal 
meter field (which was reported pre- 
viously in the March, 1959, issue of 
Office Management) is the fact that, 
following a recent court decision, 
Pitney-Bowes, Inc., of Stamford, Conn. 
is now giving licenses to use its post- 
age meter patents to any appropriate 
concerns which have been qualified by 
the Post Office Department. 

According to Walter H. Wheeler, 
president of Pitney-Bowes, the licenses 
will be royalty-free for all presently 
existing postage meter patents and ap- 
plications, whereas a reasonable royalty 
will be necessary for licenses to use 
patents which result from applications 
filed within the next five years, and 
also for certain technical information 
related to Pitney-Bowes’ manufactur- 
ing and servicing operations. 

This new development is expected 


to provide significant stimulation to | 


the postal meter industry. 


Stamp affixing machines 


Most machines of this type are small 
and designed to apply ordinary postage 
stamps directly to mailing pieces. In 
companies that have no postage meter- 
ing machines this equipment is ex- 
tremely helpful. Accessory facilities for 
afixing stamps are often found in 
large labeling machines and other mail- 
ing equipment. 


Postal scales 


Postal scales vary a great deal in 
both size and quality. Models range 
from small letter scales to those de- 
signed to weigh parcel post packages. 
If scales do not have good quality 
workmanship, they may be inaccurate 
which will create a problem whichever 
way the error occurs: A reading which 
is too high results in unnecessary post- 
age expenditure. A reading which is 
too low will result in a postage-due 
letter—a circumstance which may pro- 
duce bad public relations as well as 
cause a good deal of annoyance on 
the part of the recipient. 

Scales differ also in their weighing 
methods. Some use springs, while grav- 
ity scales use a system of balances. 
Indicators vary in arrangement, in- 
formation, and legibility. One feature 
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Nobody likes to get “Postage 
Due” letters, pay extra postage 
on your mail, especially now 
with postage rates up as much 
as 33 per cent. If your mail 
scale underweighs, you may be 
annoying your customers, 
losing good will for your firm. 

On the other hand, if your 
mail scale is overweighing—the 


ik at 
& MZ. quite a lot of money ina 


a oi year. You just can’t afford 
an inaccurate mail scale! 


extra 4¢ per letter can waste 


Get a Pitney-Bowes Mailing 
Scale. Its automatic pendulum 
mechanism stays accurate, 
registers fast and exactly. Big 
chart markings are easy to read, 
leave no area of doubt. Mailing 
is faster and easier. And a PB Scale 
soon pays for itself in postage 
saved, errors avoided. 

Models for every office, large or 
small, including a 70 Ib. capacity 
parcel post scale. Ask the nearest 
Pitney-Bowes office to show 
you, or send coupon for free 
illustrated booklet. 

FREE: Handy desk or wall chart of 


latest Postal Rates, with parcel post 
map and zone finder. 


— PiTNEY-BowEs, INC. 
Mailing 2977 Walnut Street 
— Stamford, Conn. 
Reomenil 
oe Scales Send free booklet J rate chart FD 


PitNEyY-BowEs, INC., 

2977 Walnut St., Stamford, Conn. 
Originator of the postage meter... Address 

offices in 121 cities in U.S. and Canada. te — — — — — — ee ee ee ee ee 
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Illustrated above, from top to bottom, 
are Detecto’s ‘“Post-O-Printer” scales; 
J. Curry Mendes’ “Bookleteer,” a collat- 
ing machine which besides collating, 
also folds, stitches, and jogs; A. B. Dick 
folding machine; The Macey Com- 
pany’s “Macey-matic” collating machine; 
and Nettle Manufacturing Company’s 
“A-Dress-R” addressing machine. 
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designed to guard against misreading 
the scale is the so-called “gunsight” 
indicator, by which only the pertinent 
portion of the indicator scale is ex- 
posed to view at one time. 


Sorting devices 


A common type of mail sorting de- 
vice is a large case or table equipped 
with bins or racks for different classes 
of addressees. The equipment is often 
large and may be custom built. 

There also exist very simple sorting 
devices called desk-top racks consisting 
of flat boards with hinged dividers for 
handling small volumes of material. 
This type of equipment is often orig- 
inally designed for use in accounting 
departments rather than the mailroom, 
and much of it is made in sizes for 


checks and other material not of letter — 


size. However, since some of it has 
mailroom applications, it is listed here 
in cases where manufacturers state that 
their sorters are so used. 


Furniture and miscellaneous 


This category includes certain tables 
and cabinets used in the handling of 
mail; and also such miscellaneous items 
as mail bags, mail bag holders, mail 
carts, gummed tape dispensers, etc. It 
is, of course, impossible to make such 
a listing complete, but most of the 
more familiar mailroom units are men- 
tioned here. 


Business mail increasing 


At a conference last month of the 
Association of Records Executives & 
Administrators, (AREA) in New 
York, Miss Mona Sheppard, vice presi- 
dent of Leahy and Company, and au- 
thor of “Better Letters,” prefaced her 
speech with the following statement: 

“American business is dispatching a 
whopping 12,000,000,000 pieces of 
mail yearly . . . stack it up and it would 
reach 4,500 miles into outer space—line 
it up and it would circle the globe 60 
times!” 

And it is obvious that in helping to 
control and direct this ever rising tide 
of correspondence, the different types 
of mailroom equipment discussed in 
this section are, literally, indispensable. 

The following lists cover the major 
manufacturers of mailroom items in 
their respective categories. Due to 
limited space, it is, of course, impossi- 
ble to include in this listing all mailing 
devices now available. 


The Manufacturers 


Addressing Equipment 


Addressograph-Multigraph Corp., 
1200 Babbitt Rd., Cleveland 17. Name 
of line: Addressograph. Number of 
basic models: 17. Operating principle: 
metal plates. Operating speeds: 1200 
to 9000 per hour. Type of power: 
manual and electric. Size of copy 
which can be addressed: 244 by 3% 
inches to 1734 by 17 imches. Price 
range: $22 to $100,000. Special fea- 
tures: All or any portion of informa- 
tion on address plate can be selectively 
written. Auxiliary information can be 
programmed to write selectively with 
address plate. Eight electric models 
have automatic selection. Five models 
have auxiliary forms printers. One 
model writes personalized letters at 
3000-4000 per hour. 

Elliott Addressing Machine Co., 
Cambridge, Mass. Name of line: El- 
liott. Number of basic models: 40. 
Operating principle: stencils. Operat- 
ing speeds: up to 2,000 per hour. Type 
of power: manual and electric models. 
Size of copy which can be addressed: 
varies up to 11 by 14 inches. Price 
range: $50 to $15,000. 

The Heyer Corporation, 1850 S. 
Kostner Ave., Chicago 23. Name of 
line: Heyer Portable Addresser. Num- 
ber of basic models: 1. Operating prin- 
ciple: spirit master roll. Operating 
speed: reduces one hour of hand ad- 
dressing to 12 minutes. Type of power: 
manual. Size of copy which can be 
addressed: prints three-or-four-line ad- 
dresses on pieces of any size. Price 
range: $10.95 with initial supplies. 
Special features: loads like a camera. 

The Multistamp Company, 527-29 
West 21st St., Norfolk 10, Va. Name 
of line: Multistamp. Number of basic 
models: 5. Operating principle: sten- 
cils. Operating speeds: approximately 
60 per minute. Type of power: manual. 
Size of copy which can be addressed: 
from 7% by 314 to 73@ by 10 5/16 
inches. Price range: $9.50 to $99.50. 
Special features: Especially suitable for 
multiple addressing of labels, tags, or 
directly on cartons and boxes. Used 
extensively in shipping rooms and 
warehouses for shipment marking. 

Nettle Manufacturing Co., 27 Hunt- 
ington Ave., Boston 16, Mass. Name 
of line: A-Dress-R. Number of basic 
models: 5. Operating principle: metal 
plates. Operating speeds: 1300 per 
hour. Type of power: manual. Size of 
copy which can be addressed: to 14 
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by 17 inches. Price range: $75.00 to 
$125.00. Special features: Model 500 
is of heavy cast iron construction, 25 
lbs. Prints in consecutive, repeat, and 
skip fashion; uses fabric ribbons, black 
or colors; ribbon winds and reverses 
automatically; produces carbon copies; 
equipped with two adjustable guides 
for exact registration. 

Rex-Rotary Distributing Corp., 387 
Fourth Ave. New York 16, N. Y. 
Name of line: Listax. Number of basic 
models: 2. Operating principle: metal 
plates. Operating speeds: up to 3,000 
per hour. Type of power: manual or 
foot. Amount of copy available for 
address: 7 lines. Price range: $149.50 
to $239.50. Special features: optional 
form listing, dating, multiprinting, tag- 
holding, and copy-counting attachments 
plus various accessories. 


S & M Distributing Co., 3875 Gar- 
land Street, Wheat Ridge, Col. Name 
of line: Zip-O-Riter. Number of basic 
models: 2. Operating principle: spirit 
duplicating. Operating speed: 500 per 
hour. Type of power: manual. Size of 
copy which can be addressed: 114 
inches wide—any length. Price range: 
$23.95. Special features: statements 
may be addressed directly from ledger 
cards. 

Scriptomatic, Inc., 1105 Vine Street, 
Philadelphia 7, Pa. Name of line: 
Scriptomatic. Number of basic models: 
6. Operating principle: spirit masters. 
Operating speeds: to 40,000 per hour. 
Type of power: electric. Size of copy 
which can be addressed: 3 by 5 to 
12 by 15 inches, and tapes. Price 
range: $25 to $60,000. Special fea- 
tures: Machine can read punched cards 
and unit can be programmed to selec- 
tively print, sort, and count. 

Weber Marking Systems, Inc., W eb- 
er Industrial Park, Mount Prospect, Ill. 
Name of line: Weber. Number of basic 
models: 4. Operating principle: sten- 
cils. Operating speeds: 105 per minute. 
Type of power: manual and electric. 
Amount of copy available for address 
varies with model. Price range: $295 
to $595. Special features: Machine is 
a label-printing machine which counts, 
Cuts to size desired, prints, and stacks 
labels from roll form. 


Chauncey Wing’s Sons, 78 Pierce 
Street, Greenfield, Mass. Name of line: 
Wing Mailer. Number of basic models: 
1. Operating principle: applies address 
labels in roll form to flat mailing 
pieces. Operating speed: 
Type of power: manual. Price range: 
$40 to $100. 
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variable. 
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Pictured above is the new portable “Desk-Top Gatherette” by Thomas Col- 


lators. A simple touch of the switch sets the feed arms in motion. 


Collators 

Addressograph-Multigraph Corp., 
1200 Babbitt Rd., Cleveland 17. Name 
of line: Multigraph Accra Feed. Num- 
ber of basic models: 2. Number of 
stations: 50 in automatic bin-type 
feeder. Type of feed: automatic vacu- 
um. Operating speeds: 110 Machine 
RPM. Type of power: 105-125V 
(1ISAMP). Price range: $5,800 to 
$7,650. 

The Collamatic Corp., Wayne, N. J. 
Name of line: Collamatic. Number of 
basic models: 15. Number of stations 
(smallest model) 6. Number of stations 
(largest model) 40. Type of feed: fric- 
tion. Operating speeds: up to 12,000 
sheets per hour. Type of power: 110 
V. 60 Cycle. Price range: $149.50 to 
$2,000. Special features: “Magic Feed” 
rollers, sliding shelves, and 6-digit 
counter. 

Didde-Glaser, Inc., Hi-Way 50 & 
West 12th Street, Emporia, Kansas. 
Name of line: Speed-Klect. Number of 
basic models: 2. Number of stations 
(smallest model) 3. Number of stations 
(largest model) 12 or more. Type of 
feed: vacuum. Operating speeds: Maxi- 
mum: 5,000 pick-ups per station per 
hour. Type of power: electric. Price 
range: $7,000 to $25,000. Special fea- 
tures: handles various types of stock, 
micromatic detection. 


General Photo Products Co., Inc., 
P.O. Box 23, Chatham, New Jersey. 
Name of line: Genco. Number of 
basic models: 1. Number of stations: 
12. Type of feed: hand. Price range: 
$19.95. 

The Macey Co., 1385 Enterprise 


Heyer Portable Addresser comes com- 
plete with carrying case, accessories 


Scriptomatic Model 301 addressing ma- 
chine can print from punched cards 
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Ave., Cleveland 35. Name of line: 
Macey Collator. Number of basic mod- 
els: 30. Number of stations (smallest 
model) 4. Number of stations (largest 
model) 20. Type of feed: vacuum. 
Operating speeds: 1700-4000 sets per 
hour. Type of power: electric. Price 
range: $4,950 to $20,000. Special fea- 
tures: Special caliper inspects for both 
missing and double sheet pick-up. At- 
tachments available for each model 
include: offset and crisscross stackers, 
and side stitcher. Stitch-A-Fold unit 
can be attached to allow saddle stitch- 
ing and folding operations with col- 
lator as basic feeder. 


J. Curry Mendes Corporation, 41 
Merrimac St., New Bedford, Mass. 
Name of line: Mendes Vertical Auto- 
matic Collators. Number of basic mod- 
els: 4. Number of stations (smallest 
model) 4. Number of stations (largest 
model) 16. Type of feed: suction. 
Operating speeds: 18,000 to 72,000 
pick-ups per hour. Type of power: To 
customer specifications. Price range: 
$4,200 to $22,000. Special features: 
collates sheet sizes from 6 by 7 to 11 
by 17 inches; detects misses and dou- 
bles at feeding stations. 


Thomas Collators, Inc., 100 Church 
Street, New York 7, N. Y. Name of 
line: Thomas. Number of basic mod- 
els: 8. Number of stations (smallest 
model) 6. Number of stations (largest 
model) 50. Type of feed: Gripper- 
Friction. Operating speeds: 6,000 to 
25,000 sheets per hr. Type of power: 
electric. Price range: $149.50 to 
$10,000. Special features: Regular 
(semi-automatic) models have finger 
lift speed control and are adjustable 
for forms from 4 by 6 to 17 by 20 
inches. Automatics have sheet detector 
for misses and doubles; automatic selec- 
tion of individual sheets by program- 
ming dial. 


Wadsworth Mfg. Co., P.O. Box 125, 
Wadsworth, Ohio. Name of line: 
CADM. Number of basic models: 2. 
Number of stations (smallest model) 
20. Number of stations (largest model) 
180 or more. Operating speeds: from 
2,400 to*50,000 sheets per hr. Type of 
power: electric. Price range: $475 for 


At left, from top to bottom: “Zip-O- 
Riter” hand addressing machine by 
S & M Distributing Co.; Wadsworth’s 
CADM Rotary Collator; Thomas Colla- 
tors’ “Automatic Rotomatic,” Addresso. 
graph-Multigraph’s “Multigraph- Accra- 
Feed-Collator, Model 650”; and Martin- 
Yale’s “Premier Auto-Opener,” an 
envelope-opening machine. 


standard machine. Special features: In- 
stantaneous set-up and speed changes; 
complete flexibility for sheet sizes and 
number of stations. 


Opening and sealing machines 


Better Packages, Inc., 252 Canal St., 
Shelton, Conn. Name of line: Super 
Envelope Moisteners. Number of seal- 
ers: 2. Type of power: manual. 

Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. Name of line: 
Friden Multi-Opener Model MO, 
Friden Multi-Sealer, model MS. Open- 
ers in line: 1. Number of sealers: 1. 
Type of power: electric. Operating 
speeds: 333 envelopes per minute. 

Derby Sealers, Inc., 100 Seymour 
Ave., Derby, Conn. Name of line: 
Derby. Number of sealers: 14. Type of 
power: manual and electric. Price 
range: $39.50 to $350. 

Glue-Fast Equipment Co., Inc., 11 
White St., New York 13. Name of 
line: Glue-Fast. Number of sealers: 2. 
Type of power: manual. Price: $5.00. 
Special features: will also moisten 
gummed labels. 

Lansdale Products Corp., Box 568, 
Lansdale, Penn. Name of line: Faltex. 
Offers a combination opening and fold- 
ing machine. Type of power: electric. 
Price range: from $300. 

Martin-Y ale, Inc., 2100 W. Fulton 
St., Chicago 12. Name of line: Premier 
Auto-Opener. Number of openers: 1. 
Type of power: electric. Operating 
speeds: 400 per minute. Type of 
power: electric. Price: $99.95. Special 
features: A new feed belt and bearing 
mounting which gives faster, cleaner, 
more precise envelope opening, and 
permanent positioning of cutting 
blades. 

Office Accessories Corp., 660 S. Fair 
Oaks Avenue, Pasadena 2, Calif. Name 
of line: Jiffy. Number of openers: 1. 
Number of sealers: 1. Type of power: 
manual. Price: $1.00. 

Pitney-Bowes, Inc., Walnut & Pa- 
cific Sts., Stamford, Conn. Name of 
line: Mail Openers. Number of open- 
ers: 3. Pitney-Bowes postage metering 
machines can be used for sealing inde- 
pendent of meter stamping or post- 
marking of letters. Operating speeds 
(openers) up to 500 per minute; 
(sealing meters) 180 per minute. 
Price: (Openers) $47 to $250. (Me- 
ters) $375 to $1,405. 

Pres-to-Line Corporation of Amer- 
ica, 2339 Cotner Ave., Los Angeles 64. 
Name of line: Magic Mailer. Number 
of openers and sealers: 1 (combina- 
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tion opener and sealer). Type of 
power: manual. Price: $9.45. Special 
features: machine moistens and seals 
envelopes in One operation; may also 
be used as a stamp moistener. 

Standard Duplicating Machines 
Corp., 1935 Parkway, Everett, Mass. 
Name of line: Standard. Number of 
sealers: 3. Type of power: manual and 
electric. Operating speeds: to 8,000 per 
hour. Price range: $15.00 to $167.00. 
Special features: electric model has 
automatic feeding, moistening, sealing, 
and stacking. 


Folding and inserting machines 


Bell & Howell Phillipsburg Co., 11 
West 42nd St., New York 36. Name 
of line: Phillipsburg Inserters. Num- 
ber of basic models: 32. Functions of 
machine: gathers, opens flap, inserts, 
seals, prints indicia, counts and stacks. 
Type of power: electric. Operating 
speeds: up to 6,000 per hour. Number 
of stations: 2 to 8. Size of material 
which can be handled: 5%4 by 31% to 
134% by 91% inches. Price range: 
$4,000 to $30,000. Special features: 
Knife edge feeds for tab cards; open 
fed for bulky, fragile, or loose ma- 


“Jiffy” by Office Accessories Corp., is 
simple letter opening device 


Envelope moisteners, such as this one by 
Better Packages, aid mailroom work 
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In automatic collating 


Lowest cost 
+ Highest speed 


<=} =New Maceymatic 


at 


If your office prepares multi-page reports, catalogs and 
similar collated materials at frequent intervals, you'll 
save time and money with MACEYMATIC. This fully auto- 
matic, vacuum-feed collator costs less than any other... 
offers many features found only on higher priced machines. 


Maceymatic frees your clerical help for other duties. It 
relieves them of a tedious, exhausting job. (Often done 
at overtime rates.) 


Automatic, fast, errorless, MACEYMATIC is inexpensive to 
operate. It offers such features as missing sheet detector; 
speed of 2,600 cycles per hour; one-minute set-up time; 
handles sheet sizes ranging from 5” x 8” to 9” x12”. 


Booklet will help you. In case you aren’t certain that a 
MACEYMATIC has a place in your business, send for a 
copy of “The Gathering Storm”. It will open your eyes 
to facts you might not be aware of. 


Free survey. Get in touch with us and we’ll run a fast 
check of your business to help determine where and how 
you’d save with a MACEYMATIC. .. how quickly it would 


pay for itself out of savings. 
MACEY COMPANY 


HARRIS 
INTERTYPE A Subsidiary of Harris-Intertype Corporation 


13821 Enterprise Avenue, Cleveland 35, Ohio 
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Tools of the Office 


terial; postal indicia printer; nesting 
devices; power conveyors; choice of 
Double Document Detectors; handles 
open window envelopes and folded 
material; many unusual attachments 
applicable such as glue spot devices. 
New Universal-B size model has very 
broad scope of operation; can mail 
many different sizes of material. 
Davidson Corp., 29 Ryerson St., 
Brooklyn 5. Name of line: Embee. 
Number of models: 2. Functions of 
machines: folding, scoring, slitting, per- 


forating. Type of power: electric. Op- 


erating speeds: to 12,000 per hour 
(with 814 by 11-inch sheets). Size of 
material which can be handled: model 
230, 914 by 18 inches; model 360, 
1334 by 27 inches. Price range: $395 
to $625: Special features: automatic 
feed; unit can score, slit, and perforate 
either independently of, or in conjunc- 
tion with, folding. 

A. B. Dick Co., 5700 West Touhy 
Ave., Chicago 31. Name of line: Model 
57 Folder. Number of models: 1. Func- 
tion of machine: folding. Type of 
power: electric. Operating speeds: to 
9,000 pieces per hour. Size of material 


“ADDRESSING IS A SNAP” 
WITH CARBON-INTERLEAVED 


DUPLISWA? 


ADDRESSING LABELS 
...part of the Original MAIL AID. Line 


sorting, 
avoid duplications. 


The fast, practical way of addressing multiple mail- 
ings. DUPLI-SNAP labels are interleaved with smudge- 
resistant carbon—available in sets of 2 to 6 sheets. 


No messy insertion of carbons — one quick pull re- 
moves carbons intact, with no time-wasting separat- 


ing. Each sheet in the set is numbered to simplify 
to systematize series of mailings, 


and to 


DUPLI-SNAP labels are packaged in a variety of 
quantities, from 14 three-part or 10 four-part sets to 
money-saving boxes of 84 to 250 sets. Even a four-part 
multi-color set for special uses. 


AT YOUR FAVORITE STATIONER 


EUREKA SPECIALTY PRINTING COMPANY 


Dept. 21 Scranton, Pa. 
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which can be handled: to 93g by 21 
inches. Special features: Infinite choice 
of special fold settings can be made 
easily and quickly; unit has self-lubri- 
cating bearings and 1/6 h.p. AC motor 
(DC available). 

Lansdale Products Corp., Box 568, 
Lansdale, Penn. Number of models: 1. 
Functions of machine: folding and let- 
ter opening. Type of power: electric. 
Operating speeds: 5,000-10,000 per 
hour. Price range: from $400. Special 
features: combines opening and fold- 
ing; all machines equipped with scor- 
ers; perforators optional. 

Martin-Yale Inc., 2100 W. Fulton 
St., Chicago 12. Name of line: Premier 
Auto-Folder. Number of models: 1. 
Function of machine: folding. Type of 
power: Electric. Operating speeds: 
5,000 pieces per hour. Price: $149.95. 
Special features: automatic feeding, 
automatic electrically powered con- 
veyor stacker. Size of material which 
can be handled: 24 by 4 to 914 by 
15% inches. Special features: Fully 
automatic electrically powered con- 
veyor stacker. 

Pitney-Bowes, Inc., Walnut and Pa- 
cific Streets, Stamford, Conn. Name of 
line: Pitney-Bowes. Number of mod- 
els: 2 inserters, 2 folding machines. 
Functions of machines: folding, insert- 
ing. Type of power: electric. Number 
of stations: (inserting machines) to 6 
Size of material which can be handled: 
Folding machines, 3 by 3 to 11 by 24 
inches; Inserting machines, 51/2 by 24 
to 12 by 6 inches. Price range: folding 
machines, $215 to $550; inserting ma- 
chines, $935 to $10,960. 

The Print-O-Matic Co., Inc., 724 W. 


Davidson “Embee” folder 


“Fold-O-Matic” folding machine features 
conveyor belt stacker, automatic feed 
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Washington Blvd., Chicago 6. Name 
of line: Fold-O-Matic. Number of 
models: 2. Type of power: electric. 
Operating speeds: 120 per minute. 
Size of material which can be handled: 
4 by 4 to 9 by 14 inches. Price range: 
$200 and $300. Special features: con- 
veyor belt stacker and automatic feed; 
one model has “forced feed” paper 
platform. 


Pestal sc2'<s 


B-T Company, Inc., 121 N. Broad- 
way, Milwaukee 2, Wisconsin. Name 
of line: Mite. Number of basic mod- 
els: 2. Range of sizes: 1 and 4 lbs. 
Type: spring. Type of indicator: ro- 
tating cylindrical chart. Price: $3.95. 
Special features: quick-change metal 
dial for replacing changed postal rates 
without tools or adjustments. 


The Borg-Erickson Corp., 1133 N. 
Kilbourn Ave., Chicago 5. Name of 
line: Borg. Number of basic models: 
1. Range of sizes: 1. Type: spring. 
Type of indicator: pendulum. Price: 
$12.50. Special features: parcel post 
scale with capacity of 50 pounds; has 
dial lock for later reading. 


Detecto Scales, Inc., 540 Park Ave., 
Brooklyn 5. Name of line: Detecto- 
Gram; Post-O-Meter. Number of basic 
models: 6. Range of sizes: to 70 lbs. 
Type: spring. Type of indicator: ro- 
tating cylindrical chart. Price range: 
$29 to $261. Special features: new 
product called Post-O-Printer, an 
electro-mechanical unit capable of han- 
dling up to 500 parcel post packages 
per hour, thus reducing shipping to 
simple one-machine, one-man opera- 
tion. 


Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. Name of line: 
Friden. Number of basic models: 3. 
Type of indicator: (Friden Letter 
Scales, Model 100) pendulum. (All- 
Purpose Scale and Parcel Post scale) 
rotating cylindrical chart. Range of 
sizes: 20 oz. to 70 Ibs. 


Hamilton Specialties, Inc., 148 Old 
Colony Ave., Wollaston 70, Mass. 
Name of line: Hamilton. Number of 
basic models: 2. Range of sizes: 8 oz. 
to 1 lb. Type: gravity. Type of indi- 
cator: pendulum. Price range: $3.95 


and $5.95. 


Hanson Scale Co., 1777 Shermer 
Road., Northbrook, Illinois. Name of 
line: Hanson. Number of basic mod- 
els: 5. Range of sizes: %4 to 50 Ibs. 
Type: spring. Type of indicator: ro- 
tating cylindrical chart. 
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LD.L. Mfg. & Sales Corp\y 1284 E. | 
137th St., New York 54. Name of 
line: LD.L. Number of bagiq models: 
4. Range of sizes: 16 oz. to 4>Ibs. 
Types: spring and gravity. Types of 
indicator: pendulum and gunsight. 
Price range: $2.75 to $8.00. 

Pelouze Manufacturing Co., 1218 
Chicago Ave., Evanston, Ill. Name of 
line: Pelouze. Number of basic mod- 
els: 4. Range of sizes: 1 lb. to 50 Ibs. 
Type: spring. Type of indicator: gun- 
sight. Price range: $2.95 to $12.75. 
Special features: easily read dials; 


Triner’s “Imperial” illustrates the 
pendulum type of scale indicator 


ADDRESS DIRECTLY FROM PUNCHED CARDS! 


| 
| 
| 
| 


“> PRINT FROM CARDS...DOUBLE THE FLEXIBILITY...HALF THE COST — 


MODEL 101-S 
“READS” - SORTS 
SELECTS - COUNTS 
While it PRINTS! 


Electronic “reading” of punched information on IBM, Remington Rand or 
other punch-card systems permits the Model 101-S Scriptomatic Addressing 
Machine to selectively print, sort and count simultaneously without disturbing 
the file sequence. 

Simply program the 101-S. You get list handling flexibility and addressing 
selectivity never before possible in a single, automatic run . . . Or—according 
to your requirements—sort, collate thru punch-card equipment. 

The punch-cards are your “‘masters’”—no more costly stencils—no more 
duplicate list maintenance—Just ONE punch-card does DOUBLE-DUTY as 
record file and address master! 


Write for Full Color Brochure on Model 101-S. 


A PERFECT MARRIAGE... 


Punched Card and Scriptomatic Automation a 
Scriptomatic methods combine all the advantages of punched card auto- Fy 
mation and conventional addressing equipment. Scriptomatic offers a full } f 
range of machines and methods to tie in any punched card system you are \* 
using or plan to use. Today you can get all the advantages of a high speed, Sn 
fully flexible addressing and data writing system...at a running cost . 
differential as amazing as the cost comparison between a card and a metal : 
plate. You enjoy not only low first cost but continuing savings in automatic i, 
file maintenance, filing space, and elimination of duplicate lists. Scriptomatic 

is the system geared to tomorrow... Imagine your punched card system 4 
flowing through a Scriptomatic machine for selective, flexible, high speed : 
addressing. — 

Write for case studies and descriptive ‘ 
material. Discover now, at no obli- = 
gation, if Scriptomatic can ee 
improve your procedures. 


SCRIPTOMATIC, INC. 


316 N. 11th Street, Philadelphia 7, Pa. 
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mileage of all zones as well as parcel 
st rates indicated on scales; easily 
replaceable dial. 


Pitney-Bowes, Inc., Walnut and Pa- 
cific Streets, Stamford, Conn. Name of 
line: Pitney-Bowes. Number of basic 
models: 6. Type of indicator: gunsight. 
Price range: $29.50 to $340. Also, 
Pitney-Bowes Postage Metering Ma- 
chine. Number of basic models: 7. 
Type of power: manual and electric. 
Operating speeds: up to 15,000 per 
hour. Price range: to $2,985. Special 
feature: models will print directly on 
mail or on gummed tape. 

Rudson-W ood Inc., 15 West 44th 
St, New York 36, N. Y. Name of 
line: Pocket Postal. Number of basic 
models: 2. Range of sizes: 2 to 4 oz. 
Type: gravity. Type of indicator: pen- 
dulum. Price: $2.00. 

Toledo Metal Furniture Co., 1100- 
1200 Hastings St., Toledo 7, Ohio. 
Name of line: Toledo. Number of 
basic models: 7. Range of sizes: 1 Ib. 
to 70 lbs. Type: gravity. Types of indi- 
cator: pendulum, rotating cylindrical 
sphere, gunsight. Price range: $135 
to $492. 

Triner Scale and Manufacturing Co., 
2714 West 21st St., Chicago 8. Name 
of line: Triner (Automatic and Beam). 
Number of basic models: 5. Type: 
spring and gravity. Range of sizes: 8 
oz. to 200 Ibs. Type of indicator: pen- 
dulum, beam. Price range: $18 to 
$380. 


Sorting devices 


Amberg File & Index Co., Kankakee, 
lil. Sort-All sorting equipment of the 
small desk-top variety, with dividers 
hinged to a flat surface, suitable for 
sorting correspondence and other ma- 
terial. 

Associated Industrial Designers, 
P. O. Box 39652, Los Angeles 39, 
Calif. Col-a-tron desk-top racks suit- 
able for sorting correspondence. Mod- 
els range in size from 72 to 100 di- 
visions. Also available: large shuttle 
Cafriage units with many more sub- 
divisions. Price range: $38.50 to $450. 

Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. Line of sorting 
racks. 

The General Fireproofing Company, 
413 Dennick Ave. Youngstown 1, 
Ohio. Line of sorting equipment. 

Kohlhass Co., 8012 S. Chicago Ave., 
Chicago 17. Variety of sorting equip- 
ment priced from $12 to $60 accord- 
ing to size and classification. 
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LeFebure’s “Mail-Kwik” efficiently 
handles interdepartmental mail 


LeFebure Corp., 716 Oakland Rd. 
N.E., Cedar Rapids, lowa. Mail-Kwik 
line of bin-type sorting units and mail 
sorting Carts. 

Pitney-Bowes, Inc., Walnut and Pa- 
cific Sts., Stamford, Conn. Line of sort- 
ing racks and sorting bins. 

The Recordplate Co.. 130 North 


PAPER HANDLING 
COSTS LESS WITH 


SORTKWIK 


The non-allergenic fingertip preparation 
Eliminates rubber fingers, messy sponges 


Easy to use—Just apply to fingertips 
for greaseless, stainless, tacky film. 
Pick up papers easily, quickly. 

Non-drying—contains no drying 
alcohol. 

Long-lasting—One application is long 
lasting. 

Widely used—Thousands of businesses 
speed up sorting, counting, filing, 
posting with SORTKWIK. 

See your stationer or send $1.00 for 
2 regular size containers for trial. 


LEE PRODUCTS COMPANY 


Dept. OM-6, 2736 Lyndale Ave. So. 
Mi i; 8, Mi ta 


= _ PITNEY-BOWES 
MAILOPENER 


“= Pitney-Bowes, Inc. 
* 2951 Walnut Street, Stamford, Conn. 


. originator of the postage meter... 
offices in 121 cities in U. S. and Canada, 


[ 


q 


@ Payments and orders can be checked 
and processed earlier in the day—when 
your morning mail is opened promptly 
and distributed early. A MailOpener 
saves time for all departments. 

@ Opening mail by hand is inefficient, 
slow. A MailOpener safely, easily trims 
a hairline edge off an envelope in an 
instant without damage to the contents. 
Handles envelopes of any size, weight 
or stock. Three models, electric or hand. 
e Big time saver in even a small office. 
Call any Pitney-Bowes office for a trial 
demonstration in your office, without 
obligation. Or write for free illustrated 


booklet. 


FREE: Send for handy desk or wall chart 
of new postal rates, with parcel post 
map and zone finder. 
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Labeling ovine a Dick Mailer 


Fair Oaks Ave., Pasadena, Calif. Sort- 
ers of the strip type in a variety of 
sizes, divisions from 25 to 100. Price 
range: $5.45 to $24.95. 

The Sorter-Graf Co., 4044 W. Jeffer- 
son Ave., Detroit 9. Line of sorting 
equipment for sorting and processing 
office papers. 

Speedo-Sort Co., 4016 N. Harding 
Ave., Chicago 39. Line of sorting racks 


Stromberg’s “Autospeed” time stamp 


with individually attached and remov- 
able dividers. 


Furniture and Miscellaneous 


Better Packages, Inc., Shelton, Conn. 
Table model electric gummed tape 
machine: Better Pack 555, which rap- 
idly measures, thermo-moistens, cuts 
and delivers tape. Also, line of gummed 
tape dispensers. 


Can-Pro Corp., 19 E. McWilliams St,, 
Fond Du Lac, Wisconsin. Line of can- 
vas and leather mailbags; also dis. 
tributing cases and carts. 

Cel-U-Dex Corp., P. O. Box 1127, 
New Windsor, Newburgh, N. Y. 
Holdex line of transparent, self- 
adhesive, insertable label holders used 
with sorting devices such as bins and 
shelves. Also, Cel-U-Dex Transparent 
Signals for classification of material 

W. A. Charnstrom Co., 422 S. 7th 
St., Minneapolis 15. Collapsible, port- 
able, steel mailbag holders for two and 
four bags priced at $34.50 and $49.50. 

Chesley Industries, Inc., 24777 Tele- 
graph Rd., Detroit 41. Mail cart for 
pick-up and delivery of interoffice mail. 
Price: $47.50. 

Cheshire, Inc., 1644 North Honore 
St., Chicago 22. Labeling equipment 
which feeds, cuts, glues, and attaches 
pre-addressed labels to all types and 
sizes of printed pieces. Price range: 
from $3,500 to $21,000. 

Equipto Division of Aurora Equip- 
ment Co., 422 Cleveland, Aurora, Ill. 
Line of mailroom furniture including 
“Benchies,” benches which offer storage 
and drawer space. 

Friden, Inc., 2350 Washington Ave., 
San Leandro, Calif. Line of sorting 


Your Qiaeenpe that every label GETS on, STAYS « on 
sg... every piece GETS LABELED vee FAST! . 


CHESHIRE 
Labeling Equipment 


Fully automatic accuracy — applies up to 
12,000 pre-addressed labels per hour 


SAVES IMPORTANT TIME — SAVES BIG MONEY 
on pre-addressed labeling jobs for many types of mailings. 
No wasted labels, no skipped pieces! Every label accurately, 


neatly applied on the proper spot. 


Models start at $3000 


Label ing heads available as separate units for 
various types of machines not manufactured by 


Cheshire. 


Widely 


volume 
There’s 
for 


Investigate now 
NO OBLIGATIO 
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to envelopes, 
postcards and 
lightweight 

_ printed pieces 
upto 11” x 14 
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WHAT THEY READ BETWEEN THE LIqgagats 


THAT’S WHY YOUR COMPANY DESERVES ATLANTIC BOND 


ATLANTIC BOND. The fine business paper with the 
personal touch. Leader in national sales, Atlantic Bond is 
the world’s finest genuinely watermarked sulphite bond. 
For dignity. For quiet impressiveness. You make a better 
impression with Atlantic Bond. 


Ask your local supplier—or write direct—for test packets. 


EASTERN 


EASTERN FINE PAPERS 


EASTERN FINE PAPER AND PULP DIVISION 
EXCELLENCE STANDARD PACKAGING CORPORATION - BANGOR, MAINE 


ON FINE PAPERS 


NEW EXCLUSIVE E-Z START REAM OPENER 


Simple. Practical. 
Just pull the tab. 
The ream of paper 
is open. No broken 
fingernails. No 
torn or cracked 
paper. Makes 
storage simpler. 
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racks, tables, shelves, mailbags, and 
mailbag holders. Also, manual stamp 
affixing machine. 

Hartman Metal Fabricators, Inc., 133 
Murray St., Rochester 6, N. Y. Hart- 
man Multi-Purpose Handling Equip- 
ment is line of adjustable-shelf travel- 
ing racks with hook-on trays. 

Ideal Stencil Machine Co., Belleville, 
Ill. Line of gummed tape dispensers. 

Lee Products Co., 2736 Lyndale Ave. 
S., Minneapolis 8, Minn. Sortkwik, a 
fingertip application which aids sort- 
ing, counting and filing. 

D. Mailer Co., 137 W. Tupper St., 
Buffalo, N. Y. Labeling machine which 
applies addressed labels to various 
mailing pieces—such a process is 
known as “Dick Mailing”. 

Marsh Stencil Machine Co., 82-C 
Marsh Bldg., Belleville, Ill. Line of 
gummed tape dispensers. 

Nashua Corp. 44 Franklin St., 
Nashua, N. H. Line of National seal- 
ing tape dispensers and Itstix sealing 
tapes. 

Pitney-Bowes, Inc., Walnut and Pa- 
cific Sts., Stamford, Conn. Mailroom 
furniture, including sorting racks, sort- 
ing bins, tables, and mailing machine 
cabinets. 

Stromberg Time Corp., Subsidiary of 


General Time Corp., Thomaston, Conn. 
Stromberg Time Stamps, 2 basic mod- 
els used in mail rooms to print date 
and time of arrival on correspondence 
and other papers. The No. 112 “Auto- 
speed”, is a heavy-duty automatic 
stamp with paper actuated imprint. 
The Model No. 5 Time Stamp is a 
versatile machine which accommodates 
anything from small tickets to bulky 
folios. Both units operate on 115 v. 
60 cycle AC current. Optional extra 
inscription plates, prefix characters 
and changeable inscriptions may be in- 
cluded as part of the imprint. Price 
range: from $125 to $215. 

Swingline, Inc., 32-00 Skillman Ave., 
Long Island City 1, N. Y. Swingline 
electric 66 P, remote control, electric 
stapler for mailroom use. 

Syntron Co., 626 Lexington Ave., 
Homer City, Pa. Line of vibrating 
paper joggers including Model B2TJ- 
15 Jogger, new double-bin type. Prices 
range from about $75 to $150. 


Next month’s “Tools of the 
Office’ series feature 
equipment for integrated data 
processing. 


will 


Burden— 
(From page 36) 


someone capable of reading copy and 
suggesting improvements among either 
college English instructors or on the 
city desk of almost any newspaper. 

When you find the right person, 
you will be ready very profitably to go 
into a program of on-the-job writing 
training for executives and super- 
visors. Analyze the responsibilities and 
activities of key personnel in your 
company. Formulate some way of 
scheduling or keeping track of the 
writing phases of their jobs. Where 
you have personnel in an executive de- 
velopment program, be sure that their 
current assignments include written 
presentations of the type they are likely 
to encounter as they move on in the 
company. 

Arrange to have all written material 
screened by your professional writing 
advisor. In cases where reports are pre- 
pared under operating deadlines and 
cannot wait, have carbon copies set 
aside for criticism. 

The rate at which you can look for 
noticeable progress from this program 


ont! 


Put efficiency in your 
mail operation! This 
double-deck pol- 
luminum mail 


BASKET SIZE—(Upper) 1712x25x11; (Lower) 171/2x25x8 
FRAME—High Polished Aluminum @ BASKETS REMOVABLE 
SHIPPING WEIGHT—33 Ibs. @ PRICE—$47.50 @ TERMS 
1% 10 days, net 30 days @ F.O.B. Detroit. 

File folders to fit guide bars — $.24 ea. 


Write for free brochure — or, better still — order today! | 


Chesley Industries, Inc. 


24777 Telegraph Road, Detroit 41, Mich. 


ished: 
cart 
your mail depart- 
ment categorize in- 
coming mail for 
quick, error-free de- 
livery. Lower basket 
for out-going mail. 
Both baskets are re- 
movable. 


Chesley lets 


DEWBERRY ENGRAV NG CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


| 
| 
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ACCOGRIP® holds together business or personal papers, work sheets, photos, artwork. No marring. You insert or remove sheets instantly. 


ONE FINGER DOES IT! 


e press to close 


e press to open 


— 


SURE GRIP. Test it yourself! Accogrip has HOW MANY U 


% 


release spring-action grip. 


50 YEARS of leadership in binder design and filing systems 
precede Accogrip. Now at office outfitters everywhere. Or write: 
ACCO PRODUCTS, Division of Natser Corporation; Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto. 


SES have you for Accogrip? NEW! Revolutionary mechanism. Closed- 
%” capacity — yet holds even one sheet Ideal for reports, letters, records, blue- back design. Genuine pressboard cover — 
securely. Contents stay put until you prints, catalogs, photos, sheet music. firm, flexible, long-lasting. Red, black, 
Keeps material on hand, intact, in order. grey, green or blue. Letter or legal size. 


ACCOGRIP" 


ACCO PUNCHLESS BINDER 
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will, of course, vary with different op- 
erating situations. It is recommended 
that copies of all written materials 
produced by participating executives 
be saved in a running file—along with 
the critical reports of your writing in- 
structor. In an average situation, it is 
recommended that you check the file 
of each new executive who enters into 
the program after about 60 days. By 
then, in most cases, you should have 
noticeable progress. At this time, and 
from this point on, evaluate each indi- 
vidual’s progress thoroughly and fre- 
quently. 


With six months or so of continuing 
encouragement, a program of this type 
should pay really handsome dividends. 
By this time, you should have an 
organization in which key people are 
able to express themselves more clearly 
and skillfully. You will be well on your 
way to where your executives will be 
able to accomplish more. Employees 
whom they supervise will have a better 
idea of what is expected of them. And, 
executives or customers to whom they 
report will be better informed. Allow- 
ing that you start with people who are 
well grounded in the fields in which 
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Only FORMSCARD is made without medial waste 
strips — can be written at high speed on any tabu- 
lating machine — separates easily, by hand or on a 
bursting machine. FORMSCARD can be used as part 
of a multiple forms set, and stapled if required. 
This new continuous tab card can be made with 
vouchers of any desired length. It can be printed in 
two colors, front and back, numbered AND PRE- - 
PUNCHED! FORMSCARD is the most spectacular 
advance in Continuous Tab Cards, and is already in 
use by many of the world’s leading businesses. Call 
or write today for detailed information and samples. 


orms inc 


Manufacturers of line-ho!le continuous business forms 


WILLOW GROVE, PA. Phone: Livingston 8-6300 
Sales representatives in principal cities. 
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they operate, the inevitable result will 
be that your entire organization will 
function more smoothly. 

Up until this point, nothing specific 
has been said, and it is recommended 
that nothing be done, about improv- 
ing the speed and ease with which 
executives handle their writing chores, 
Now, we are ready to start evaluating 
how they write as well as what they 
write. 

More specifically, you are ready to 
start training your executives to mech- 
anize their writing through dictation. 
At this point, you had better be fore- 
warned that this program will be 
neither simple nor easy. But, in terms 
of results alone, it could very well be 
one of the most profitable educational 
programs your company has ever un- 
dertaken. 


Don’t move too quickly 


To start with, you should take a fix 
on the position dictation holds in the 
normal chain of business communica- 
tions. 

At the very base of all our written 
communications, of course, is the hand- 
written message. It is important that 
you do not sell the trusty old lead 
pencil short. In this day of high speed 
electronic computers, automatic ac- 
counting machines, electric typewrit- 
ers and modernization at every turn, 
it is interesting to note that there are 
more lead pencils being sold than ever 
before. It is fairly important to bear 
in mind that there is nothing that these 
modern wonder machines can do which 
can’t also be done with a lead pencil 
on paper. The only difference is in 
man hours expended to get the result. 
However, unless the people who use 
the new machines have had a sound 
basis of training and experience— 
unless they are familiar with their 
fields at the lead pencil level — any 
modernization attempted will be su- 
perimposed on unfirm foundations. 


Therefore, it would be unwise to 
push people too quickly into writing 
at high speeds. Dictation, basically, is 
an advanced form of written communi- 
cation. As an individual means of ex- 
pression, it fits ideally into the accepted 
pattern of business communications. 
Specifically, our accepted form in the 
business community is the typewritten 
letter or manuscript. Dictation—either 
into a shorthand notebook or a dictat- 
ing machine—is the fastest, most effi- 
cient preparatory writing method. 


But, because of our normal educa- 
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ny HE NEW VIKING streamlines paper work by eliminating hand- 

copying and retyping. In goes the original, out come clear 
_ black and white copies—in seconds. This new table-top White- 
ng printer, with its 18” printing width, can copy two 814” x 11” 


is originals at a time—450 per hour! Operation is cool, quiet, 
wd odorless—no vents or ducts required. Cost? Lowest of any 
4 copying process. For more details on the exciting new Viking, 
ns, call your local Ozalid representative or mail the coupon today! 
he 
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at- MICROFILM EQUIPMENT 
ffi- AUDIO-VISUAL PRODUCTS 
SENSITIZED MATERIALS 


PRODUCTS FOR DESIGN r - , 
LITHOGRAPHIC PRODUCTS Division of General Aniline & Film Corp. 
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Ozalid, Dept. AA-6, Johnson City, N.Y. 


Please send me descriptive brochure 
on the Reprofax Viking. 


Name. 


City Zone. 


State. 


——---——-——-------- 
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YOUR OFFICE 
MACHINE IS 


NOISY 


and you're wondering what to do 


: MODEL EF-3170 


KILL OFFICE MACHINE NOISE AT ITS SOURCE 
BY SURROUNDING IT WITH A GATES ACOUSTINET 


Perhaps you have thought of acoustically 
treating the walls and ceilings, building a 
separate room, restricting use of the office 
machine to non-peak tension hours or 
even furnishing earmuffs to those disturbed 
by office machine clatter. Why waste 
money, since none of these treatments is 
practical or efficient? 

Gates Acoustinets are portable acoustical 
cabinets, scientifically designed to absorb 
machine noise at its source ... prevent- 
ing harmful noise waves from reaching 
operator and other personnel. RESTORE 
TRANQUILLITY to your office. We 


’ guarantee results. 


Give machine make, model and measurements 


mem OC OUSTINET 


630 American Standard Building 
Buffalo 7, N. Y. 


magnetic 


Visual Control Systems 


Make Cards and 
Pegs Obsolete 


Time and motion studies prove 
that the “Maggie” board offers 
the quickest and easiest way to 
chart sales, production, inven- 
tories, traffic, or any other phase 
of your business. At a glance 
you know what is happening. 


Permanent colored magnetic in- 
dicators that can be moved with 
finger-tip ease—and stay put — 
make cards, pegs, and other 
nuisance devices obsolete. The 
first cost is the last cost. Pack- 
aged kits begin at $49.50. 

For information on the most modern and 
advanced board available today, write to: 


maggie magnetic visual aids corp. 
39 West 32nd Street. New York 1 N.Y 


| 


tional and learning cycle, dictation is 
usually the hardest writing method to 
master. All people, in all languages, 
seem to have dual standards which ap- 
ply to writing and speaking. Normally, 
we think about a subject entirely dif- 
ferently if we are writing about it 
rather than speaking on it. Writing is 
largely a visual process involving co- 
ordination of eye, hand and, of course, 
mind. Speech is more of a shortcut, 
involving mind and voice. As such, it 
does not have the mechanical draw- 
backs of written communication—par- 
ticularly pencil-and-paper writing. 


Creation by dictation 


Obviously, because of the nature of 
these media of expression, speech is 
by far the quicker method. Looking at 
it another way: The human mind can 
formulate thoughts at almost incalcul- 
able speeds. These thoughts can be 
expressed orally at speeds ranging any- 
where from 125 to 250 words per 
minute. Even an experienced touch 
typist, finely trained to write on a 
typewriter, cannot, even at top prac- 
tical speeds, produce more than half 
the volume which can be expected 
even with slow production under the 
dictation method. 

Allowing for a comparison between 
dictation and handwriting, a fair mini- 
mum expectation is that the same ex- 
ecutive can work six or seven times 
faster when he is dictating. And, for 
all practical purposes, the comparison 
with longhand writing is the real and 
fair one in this case. There is no doubt 
that writing on a typewriter is a big 
step up, in terms of speed, from long- 
hand. But, in the average executive 
situation, typing skill is not even a 
practical consideration. 

By prevailing standards, the average 
executive usually thinks he has done 
pretty well when he has gotten to 
where he can write his letters by dicta- 
tion. Even then, in many, many cases, 
he isn’t really proud of his writing. 
Just as often as not, he will apologize 
instinctively for anything written by 
dictation. At budget time, or when 
he is writing progress reports, or when 
he is wotking out a procedure on a 
new job, the average executive will 
treat this writing assignment as some- 
thing far beyond the scope of his dicta- 
tion ability. He will sit for days, or 
even weeks on end, scratching away 
with pencil on paper. Mostly he will 
consider this as one of the necessary 
evils of business advancement. 

In most cases, the executive is hold- 
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ing himself back. He is limiting his 
scope. He is accepting dogma for 
truth. In comparable situations, he 
would laugh in the face of anyone who 
told him that an improvement in work- 
ing methods in his factory or offices 
was impossible. 

Looking at it with any true sense of 
analysis, however, the facts just do 
not support popular belief. Some ex- 
tremely well-written, highly popular 
novels have been written by dictation. 
Under the pressure of competition, a 
number of our large daily newspapers 
have progressed to where substantial 
portions of their copy are dictated. A 
man who is now a vice president of his 
company credits a rapid advance with 
the fact that he simply kept his man- 
agement well informed on what he was 
doing and was thus able to gain fair 
recognition. With all his other duties, 
he reports he could never have made 
it if he had not learned to do his writ- 
ing orally. 

Our own organization provides what 
we consider an extremely convincing 
example of the practicality of writing 
by dictation. In this case, of course, we 
have a vested interest. Writing is our 

(To page 69) 


Shown on 
Model E-15 
Harter Choir 


DRESS UP YOUR OFFICE CHAIRS 


In smartly styled, durable, slip-on 
covers that provide seating comfort 
and improve office decor. 

Easy-to-apply Coverteers in a variety 
of quality fabrics recommended by 
leading manufacturers—will fit more 
than 100 models of secretarial and 
executive office chairs. 

Write for literature today. 


i 


Covercraft 
Company, Inc. 
GOSHEN, INDIANA 


OFFICE MANAGEMENT 


fo Lm 


oe ae Ate } + i ieee TS ae | ee whe. ° . = SR eee: 
i 
“a B 
Po 
Pe 
ee 
Po 
Po “ 7 
>. | 
” - — ; i C . : ie | ie M 
elt — - 
\ : rr oe = Be 
ad ra ge H 
<a i 
_ OR 
SC 
Ir 
+ 
d 
Cc 
1 + 
N 
g 
+ 
re ] 
— ) t 
| : 
ee 
66 es | 
-— - 2. as 4 


Mr. Roy Type’s been getting fan mail! Not, he 
modestly hastened to assure us, for himself (person- 
able though he may be). The letters he’s been getting 
are in praise of his new Roytronic Carbon Paper. 


Here’s what people say they like about Roytronic 
e IT WON’T SLIP. Even the rapid carriage return and 
quick line spacing of electric typewriters can’t make 
Roytronic slip. With Roytronic, you can run type- 
scripts up and down to make corrections or add infor- 
mation, and all your papers will still stay in alignment. 
e IT WON’T CURL. When carbon paper curls, it slows 
down work, sometimes gets folded over and spoils 
copies. Roytronic is specially coated so it won’t curl. 
e IT WON’T SMUDGE. Roytronic doesn’t leave roller 
marks and won’t rub off on fingers. That’s why it 
gives you crisper, cleaner copies. 

e IT COMES IN A HANDY CARBON-KEEPER* BOX. 
Designed to fit neatly into the stationery slots in a desk, 
the Roytronic Carbon-Keeper Box holds a generous 
quantity, cuts down trips to the supply cabinet. 
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This new kind 
of carbon paper 

won't slip— 

won’t curl—won’t smudge 


—* 


Economical, too, because it lasts longer. 

Try Roytronic yourself—free. Just fill out the cou- 
pon, attach it to your company letterhead and send 
it in to Mr. Roy Type. 


® carbon papers, ribbons, quality 
ROYTYPE supplies for all business machines 
Products of Royal McBee Corporation, 


World’s Largest Manufacturer of Typewriters. 
*Patent applied for. 


MAIL THIS COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE, c/o Royal McBee Corporation, 
Department M, Port Chester, New York 


Send me FREE samples of new ROYTRONIC Carbon Paper. 


Your Name 


Firm Name 


Street Addr 


City Zone State 
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i) _ | AB DICK 
OFFSET 


__| SYSTEMS 
| A-B-DICK 


as 
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». | OFFSET 
: __| SYSTEMS 
‘ A-B-DICK 


OFFSET 
SYSTEMS 
=| A-B-DICK 
“| OFFSET 
— SYSTEMS 
A-B-DICK 
OFFSET 
SYSTEMS 


A:-B-DICK*’ 


Four Complete Systems Jobs Every Minute! 


Completely automated A. B. Dick offset duplicators 
handle up to 4 complete systems jobs every minute— 
sales order-invoice, purchase order-receiving, 
production control and engineering paperwork. 


Electro-mechanical features reduce manual operations 
from 7 to 2. Operator simply attaches master, flips 
switch. Program control automatically starts cycle, 
images blanket, starts feed, counts copies, stops feed, 
washes blanket, and shuts off machine. 


Call your A. B. Dick Company distributor, listed in the 
yellow pages, for information or a demonstration. 
Or mail coupon at right. 


Achievement through Innovation 
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(From page 66) 


livelihood. All of our supervising As- 
sociates have spent the major portion 
of their adult years earning a living 
through their writing ability. Our ini- 
tial experiments with writing by dicta- 
tion began in 1952. By this time, the 
writer had completed just about a full 
year as a specialist in business com- 
munications, management methods and 
systems and procedures. In approach- 
ing the possibility of dictation, we 
pretty well aped the methods analysts 
about whom we had been reporting. 

Looking at it from this viewpoint, 
our problem had very much in common 
with conventional business situations. 
I had just started the editorial opera- 
tion which today is offered on a broad 
national scale. There was more work 
available than one man could handle, 
but not enough to go ahead with cer- 
tainty in hiring another man. The ap- 
proach used was to look for some way 
to increase individual output. The 
problem lay in writing production 
time. 

At the time, I was working out of 
Chicago, driving some 50,000 miles 
per year on flat, spread-out Midwestern 
roads. It took about two months of 
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OFFSET 
SYSTEMS 


Please send full 
information about 
the new automated 
A. B. Dick 


NY offset duplicators. 


A. B. DICK Company, Dept. OM-6y | 


5700 West Touhy Avenue 
Chicago 48, Illinois 
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solid effort to learn to dictate effec- | 


tively. Then, once this gap had been | 
bridged, I was able to increase my pro- | 


ductive output, conservatively, 
per cent. 
A special individualized situation | 
which was applied in this case helps | | 
illustrate another very important ad- | 
vantage of dictation—it is flexible and 
can be carried on just about anywhere. 
In writing by longhand or typing, you 
are pretty well tied to a desk if you | 
plan really to work effectively. With | 
modern dictation techniques, you can 
pace the floor, lie flat on your back, 
sit in an airplane or train—just as long 
as you can concentrate. In my case, the 
magnetic wire recorder with which I 
started was set up in the front seat of 
my car. This, as stated, was an in- 
dividualized situation. It was based ini- | 
tially on the fact that a substantial por- | 
tion of my working time was being | 
spent driving a car. It seemed to me 
back in 1952 that I was most relaxed 
and thinking most constructively about 
my work while out on the open road. 


by | 


Method increases work output 


This is not recommended as a cure- 
all for everyone who does a lot of 
driving. A lot of thought went into 
this revision of my operations. Tran- | 
scriptions of dictated material were | 
carefully checked to be sure style and 
quality did not suffer. Since 1952, I 
have written several hundred magazine 
articles by dictation. This particular | 
article, for example, was written largely | 
on transcontinental airlines, using a_ 
Dictaphone Dictet, a battery-operated | 
portable dictating machine which was | 
borrowed especially for experiments in | 
advancing the use of dictation. 

With a national staff, Frank Asso- 
ciates is, today, delivering more than 


_ six times the volume it did in 1952. 
Dictation is now a standard working 


| 


| 


_ volved had been writing for an average | 


method for us. All but two of our cur- 
rent staff members do 2 major portion | 
of their work this way. And, the other 
two are fairly new with us and plan | 
to launch experiments in this direction 
in the near future. 

Today, dictation enables us to turn 
out between 25 per cent and one third 
more work than we feel we could do if 
we stuck to black-on-white writing. It 
is, therefore, interesting to look back 
now and recall that only a year ago 
the suggestion that other members of 
our staff consider dictating their copy 


| was felt to be unworkable. The reasons | 


advanced were “normal.” The men in- 
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.  SECRETARIA 


Aa oa. 


ERASING... 


lake your | 
Pick! 


KLENZO-33 


WITH AND WITHOUT BRUSH 


T 


Famous Klenzo quality in con- 
venient wood-casing. Sharpens 
to “needle point’ for ball- 
point, typewriter and ink 
work. 


wi bat romrs ME) 
INK & TYPEWRITER ERASER 533 


Mane 


KLENZO 


WITH AND WITHOUT BRUSH 


The standard for erasing. 
Paper wrapped to permit 
quick, economical repointing. 


wrapped in paper or cased in wood. 
AT BETTER STATIONERS EVERYWHERE 


A Klenzo erases equally good \ | 


Send 10c for twin samples naming this 
publication. 


‘Haisdel! 


PENCIL COMPANY 


BETHAYRES, PA. 
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A & he! 


Greater profits through 
improved internal efficiency ! 


Office 
Management 


Handbook 


This new Handbook 
brings complete guidance 
in every aspect of efficient 
office organization and the 
close coordination of sys- 
tems, personnel, and equip- 
ment. Designed to give 
quick, practical answers to 
questions of principle, policy, 
and procedure, it stresses 
standard performance factors, 
standard materials, and stand- 
ard costs which can be ap- 
plied to organizations of 
every kind and size. 


Based on actual experience of Ameri- 
ca’s best-run companies, Handbook uses 
hundreds of concrete examples showing how 
to boost profits through improved clerical 
cost controls, use of office electronics and 
automation, new salary administration pro- 
cedures, advanced forms design and records 
control methods. From the entire literature 
of business and the findings of leading au- 
thorities, Handbook organizes vital office 
management developments which are today 
strengthening company performance in sell- 
ing, purchasing, production, customer rela- 


tions, and other important areas. 


Developed under the Auspices of the 
National Office 
Management Association 
Editor: HARRY L. WYLIE 
Board of 32 Contributing Editors 


21 sections match each sector of modern 
office functioning: work simplification, staff 
organization, job evaluation, work incen- 
tives, employee supervision, office layout, 
furniture, supplies, correspondence improve- 
ment, reproduction processes, communica- 
tions, budgeting, air conditioning, sound 
conditioning, lighting, location and layout, 
psychological use of color, etc. 


Second Edition * 840 Pages * 6 x 9 Format 
Over 250 Ills. © Flexible Binding $12 


$15 


Accountants’ Handbook, 4th Ed., 6x9 pe 


k, 3rd Ed., Rev. Print 


Clip and mail coupon today! 


THE RONALD PRESS COMPANY 
15 E. 26th St., New York 10, N.Y. 
(0 Please send ......... copies of the new 


OFFICE MANAGEMENT 
HANDBOOK, 


2nd Ed., edited by Wylie. Price: $12 
(1 Send Handbooks listed below: 


(€ Check enclosed 0 Send C.O.D. 
0 Bill firm 0 Bill me 

Name 

Firm OM-4 
Address 

City. ee eee 


of ten years each. They were accus- 


tomed to seeing what they were writ- 
ing, to making frequent changes and 
to beating on typewriters. These meth- 
ods, it was felt, were necessary working 
habits. Each of the men had evolved a 
comfortable writing routine. No one 


| was adamant against change, but each 


had a large measure of security in the 
way he was used to operating. 

One of the really interesting things 
we learned in our own changeover ex- 
perience is that there is a considerable 
element of fatigue in conventional 
writing techniques. In the course of a 
normal day's writing, it is not unusual, 
when you add correspondence, reports, 
and so on, to come up with production 
totals of 3000 to 5000 words. In sim- 


_ ple terms, this amount of work is a 


physical chore. Doing the same work 
by dictation makes it possible, usually, 
to complete it in a fraction of the time. 
The writer can then break up his days, 
take time to relax, shift working posi- 
tions and postures and, in general, 
wind up his day with more work and 
less fatigue. 

In making a changeover in writing 
technique, the really big trick is to 
bridge the gap between the visual and 
the verbal. This is really the major 
stumbling block. It must be mastered 
by each person in his own individual 
way. We recommend two working 
techniques as a departure point in the 
individual's own program: 

1) Speak your punctuation as you 
dictate. Indicate verbally where you 
want all periods, commas, hyphens, 
quotation marks, and even apos- 
trophies. Spell out names and other 
proper nouns the first time they are 
introduced into your written mate- 
rial. Any words considered unusual or 
off-beat should also be spelled out. 
There are no set rules for this. In the 
long run, it is between the person who 
is dictating and his typist. The whole 
point, actually, is that by putting 
some of the writing mechanics into 
your speech you will be helping your- 
self to visualize what you are saying. 

2) In sketchy, note form, write out 
a brief longhand outline of what you 
want to say before you start dictating. 
These notes will quickly become work- 
ing guideposts for you. They will also 
help immeasurably in building your 
own self confidence. By way of helping 
to establish self confidence, we also 
recommend that the dictation beginner 
start on easy jobs first. Routine corre- 


spondence is usually a good starting 
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point. Once you have started, just move 
ahead as fast as you feel you are able. 
You will very probably be pleasantly 
surprised by your rate of progress. 

As you work, be sure to bear in 
mind that you are creating a continual 
need for conversion from oral to writ- 
ten form. Simply stated: Speak clearly. 
Concentrating on enunciation, you will 
find, will also help in visualizing what 
you are saying. 

At the same time, your speech in 
dictation does not have to be a halting, 
one-word-at-a-time proposition. Nor- 
mally, your mind formulates its writ- 
ing ideas in chunks, or phrases. No 
matter whether you are using a stenog- 
rapher or a dictating machine, you will 
probably find it easier to work and 
simpler to make the transition if you 
speak in natural phrases. If you are 
using a secretary for your dictation, 
she will quickly become accustomed 
to following your continuity. 

Try to speak at your normal talking 
speed. This should be comfortable and 
will probably help you in making the 
transition. It should also offer another 
important contribution in making your 
writing more “natural.” There is a 
tendency for dictated copy to come out 
a little more stilted than copy you 


You Get Things Done With 
Boardmaster Visual Control 


yy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

vy Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

3¢ Simple to operate — Type or Write on 
Cards, Snap in Grooves 

Ye Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

ve Made of Metal. Compact and Attractive. 
Over 350,000 in Use 


Full price $4950 with cards 
FREE| 24-PAGE BOOKLET NO. G-100 
Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 
55 West 42nd St. @ New York 36, N.Y. 
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PPEREL PERE: 


BURROUGHS F-2000 BUSINESS COMPUTER 


ITS A NEW DIMENSION IN COMPUTER / ACCOUNTING MACHINES WITH: iim 
DIRECT COMPUTATION - UNLIMITED PROGRAMMING - RELIABLE PRINTED- 
CIRCUIT COMPACTNESS - 252 DIGIT MEMORY - GANG INPUT - RANDOM 
ACCESS STORAGE: PRINTED OUTPUT DIRECT 10 ACCOUNTING RECORDS- 
ALL THESE COMPUTER ADVANTAGES AT AN ACCOUNTING-MACHINE PRICE 


‘ile Burroughs Corporation Call our nearby branch for full details. 
a nd Or write Burroughs Corporation, 
& “NEW DIMENSIONS / in electronics and data processing systems” Burroughs Division, Detroit 32, Michigan 
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would write. Most people are surprised 
by this. Normally, you would expect 
dictated writing to appear more con- 
versational. Therefore, you had better 
be warned that a stilted tone is fairly 
common. Don’t worry about it. This is 
just part of the normal learning proc- 
ess. It is very much like an operator in 
a factory learning to work a new ma- 
chine tool. Until he becomes familiar 
with the equipment, he is all thumbs. 
Similarly, stilted phrases are the ear- 
mark of an awkward writer. You can 
overcome this with just a little bit of 
watchfulness. Be on your constant 
guard, too, against long sentences. 


- « STORE’EM 


PRONTO 


PRONTO 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 
20 DIFFERENT SIZES 

a size for every office record 


LEGAL 
SIZE 


> 


LETTER 


SIZE CHECK 


SIZE 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


r 
| PRONTO FILE CORPORATION 
] 415 Madison Avenue, New York 17, N. Y. 


| ( Please send me your latest Pronto catalog. 


| (_] Have your representative call for demonstration. 


| Name 
1 address. 
| City. 


Zone State 
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Another aspect of the same problem 
very often shows up in the form of a 
tendency to use cliches in dictated 
copy. You have probably received many 
letters from correspondents who “beg 
to inform you,” who remain, “Yours 
Truly,” or who state that something 
“affords me great pleasure.” When you 
fall back on such meaningless phrase- 
ology, you are hurting your overall 
writing efforts. Writing, basically, is a 
means of creative expression. The more 
cliches you use, the more you hinder 
your creative potential. 

Similarly, in writing by dictation 
you will probably notice a tendency to 
reuse the same word frequently. This 
is normal and definitely not serious. 
Watch for this as you read your own 
dictated copy. 


Make it a rule always to read all 
material which you have dictated be- 
fore releasing it. You go into the use 
of dictating primarily to save time. 
But this is one place where you just 
cannot afford to economize. A careful 
reading before release is a vital quality 
control measure which you should not 
overlook. 

All of the suggestions which have 
been reviewed here should apply 
equally whether you dictate to a stenog- 
rapher or a machine. We will make 
no recommendation on which dictating 
system to use. From a working stand- 
point, there are actually three separate 
dictating methods, each with its own 
fine points—each with its own advan- 
tages and disadvantages: 

(1) Stenographic dictation. 

(2) Dictating machines using per- 

manent discs or belts. 

(3) Magnetic recording machines. 

Making the choice of dictating meth- 
od is mostly a matter of fitting a tool 
to a job. Since it is your job, it will 


_be up to you to examine available 


tools and pick the one which is most 
likely to help you. Depending on your 
own or your company’s situation, avail- 
ability of personnel or equipment may 
well become deciding factors. 

When you boil it all down, the job 
of a business executive is one of self- 


expression. He owes it to himself to 


approach his work with the most effi- 
cient means he can muster. In the face 
of staggering communications prob- 
lems which exist in business, govern- 


| ment and industry today, we feel it 
_ becomes pretty much incumbent upon 
| progressive executives to investigate 


dictating as an avenue for efficient per- 
formance of their jobs. 
Use Readers’ Inquiry Coupon on Page 88 


Office— 
(From page 33) 


The first problem was solved by 
“shaving” fifteen feet from the crest of 
the hill site to remove the overburden 
of land above the mine. Thus, on 
May 15, 1957, construction of the 
buildings began on land which had 
been relieved of tons of soil to make 
it solid and safe for heavy structures. 
As for the second, it is indicative of 
employees’ feelings toward the com- 
pany that only five out of approxi- 
mately 500 employees were “lost” in 
the move. And company officials say 
that most of these five left for “usual” 
reasons. 


(To page 76) 


She’d sooner let her boss 
see her hair in 
curlers than be 


that’s why she uses 
A.W. FABER 


GRASERSTIK 


The original grey eraser point 
—always best for erasing. 
If you look untidy you are telling 
your Boss that you don’t care 
what he thinks of your appear- 
ance. It's the same with letters. 
SLOPPY STRIKEOVERS are out- 
of-date. Get rid of bulky erasers. 
Pick up that white-polished 
pencil-shaped beauty— 
A.W.FABER ERASERSTIK. It gives 
you the point you need to erase 
a letter without smearing the 
whole word. With ERASERSTIK 
you erase without a trace. 
Do what most better-paid 
executive Secretaries do. 
Use ERASERSTIK. 


7099B 


T1K CAUL SERVICE) u.s.A. 


Which point do you prefer? 


Slender, Medium or 
a The choice 
is yours. EraserStiks 


7099 and 7099B can 
be easily pointed with 
a mechanical or 

hand sharpener to suit 
your taste. 


DIIK GIL SERVICE) usa. 7099 


GRASERSTIK. 


AW.Faser &RASER 


A.W.FABER-CASTELL Pencil Co., Inc. 
, Nework 3, N. J. 
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STORY 
ABOUT 


PAPERWORK SAVINGS! 


Desk Top Model, $555. 
Larger Models Available. 


(BRUNING ) 
Copytlex., 
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With modern Bruning Copyflex copying machines, you can put a happy 
ending to one of the saddest wastes of time and money, move prod- 
ucts to customers faster! 

With Copyflex, you eliminate clerical copying, speed such major 
business operations as order-invoice, purchasing-receiving, accounting, 
and production control. 

Customer orders, for instance, are written or typed once; invoices, 
shipping papers, etc. are reproduced by Copyflex from the original 
order. No rewriting or retyping of repetitive information, no proof- 
reading, no copying errors. Waybills and other transportation forms 
are speeded as in no other process. 

Versatile Copyflex can be adapted to single sheet, snap-out, or con- 
tinuous forms. It makes sharp, black-on-white copies (or color-tinted) 
at 1%¢ each for letter size. Machines are clean, quiet, and odorless. 

Why not mail the coupon, right now, for more of the story that puts 
a happy ending to your paperwork problems. 


reoococerererer er ee ae ae ae a 


Bruning Man 


CHARLES BRUNING COMPANY, INC., DEPT. 6-L, 1800 CENTRAL ROAD, MT. PROSPECT, ILL. 
Offices in Principal U.S. Cities In Canada: 103 Church St., Toronto 1, Ont. 


Please send me Name Title. 
=, the story of Copy- 
flex for Order- Company 
y Invoice and other 
Business Applica- 
tions. Address 
Cal/ the City County State. 
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Teletype Model 28 Automatic Send-Receive Set A‘‘com- 
plete station” in one console—with facilities for send- 
ing and receiving on message paper or sprocket-fed 
business forms... tape punching ...sending or re- 
ceiving with tape... integrating tape and manual 
keyboarding . . . producing tape automatically, as a 
by-product of send-receive operations. 


Teletype Model 28 Tape Punch Receives incoming 
electrical signals, punches a 5-level ‘‘common lang- 
uage’’ tape, and prints data right on the tape, for 
easy identification and handling. Unit is used for 
message relaying ... for integrating data from several 
sources into a single tape... for providing punched 
tape as a by-product of send-receive operations. 


pepe iS” 


Teletype Model 28 Receive-Only Page Printer A mes- 
sage receiving unit (without keyboard). This is 
“terminal’’ equipment, for use where two-way com- 
munication is not necessary. No attendant is needed. 
Produces a printed record on plain paper or multi- 
part business forms. Table models of this unit and 
the send-receive set at the right are also available. 


Teletype Model 28 Tape Reader This is a sending unit. 
Reads punched tape and instantaneously transmits 
data to local or remote receiving equipment. As with 
all Teletype transmitting units, data may go to one 
destination or a number of destinations simultane- 
ously—either nearby or thousands of miles away. 
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Sanne 


Applications unlimited... 


TELETYPE 
Model 28 Line 


A chemical company “wires” a distant payroll... 
A tool supplier has instantaneous access to 
centralized inventory of 15,000 items...A 
| railroad keeps track of 50,000 freight cars. 


These are just a few examples of the variety 
of ‘“‘assignments”’ Teletype equipment is handling 
today—helping business to cut costs . . . improve 
service ... and cope with the ever-growing paper- 
work and communication needs generated by 
rapid growth and decentralization. 


Presented here are various machines in the 
Teletype Model 28 Line. ‘“‘Model 28” stands for 
an entirely new concept in record communica- 
tions equipment. These new machines operate 


. 
> 


S- Teletype Model 28 Send-Receive Page Printer Message 


is originating unit, for sending and receiving. Model 28 at ] 00 words oe 4 minute, are smartly styled and 
1- page units, including the Automatic Send-Receive quiet in operation. They are manufactured to 
1. Set, feature a built-in “stunt box’ control system Teletype’s precision standards, for dependable 
- | for automatic station selection and electrical control 


: _ : day-in and day-out service. All-metal clutches 
of remote equipment. Horizontal tabulation and : 

me form positioning arrangement available. and other design elements keep maintenance 
needs way down. A built-in switching and remote 
control unit, called the “stunt box,” multiplies 
the flexibility of the equipment and provides an 


; Teletype Model 28 Tape Reader—Twin-Shaft Unit is oe aa : 
S similar to tape reader at left. Besides reading punched almost unlimited a of applications in — 
h tape for on-line transmission, twin-shaft reader- munications . . . telemetering . . .and automation. 
e distributor design offers facilities for tape transmis- e 
- sion to business machines and direct read-out, from If you’d like to know how Teletype equipment 
fe business machines, for on-line transmission. can cut costs and improve service for you—or if 


you already have Teletype equipment and would 
like to give it an added “‘assignment’”’—get in 
touch with the local office of your telephone or 
telegraph company, or write directly to Teletype 
Corporation, Dept. 33F, 4100 Fullerton Avenue, 
Chicago 39, Illinois. 


TELETYPE 


CORPORATION 


sussioiary or Western Electric Company we. 


Use Readers’ Inquiry Coupon on Page 88 


Saar Pa ae a ea a ee See | sk. CS ee Va a a eS , 
7 ‘| ae ae ‘ , aoe | i , 1 a 2 SS ee ee 7. [sz oar 8, ae eS ee 
; , r : } sa eS ae 
a Va 
a = 
; aes 
{ E - 
2 
oe 
See 
| = 
iis : i a 
‘ SE ae é ee: Wiha gia ij sy 
/ bo ee Bs oe 7 | so 
ne Ore - ae or i Ss, 
7 > =e S 
4 na ; i 
a — - - a 
| see ee | - 
“3 y ie i ; ] ia F 
ike at... 
ig fi en Ls Bh to 
ue ee. ey, 
": ’ » Seudeal eae ee ; iy ij = 
ie pa : : . oF vay - 
* = os 4 5 & 
.- i | . oe 
| 3 . & . > 
“en oa j 3 k 4 ae 
.  * te ie “S Pe, 
My . 3° ee : a as 
¥. = Me ; ane od hs 
3 7 es | ae ; 4 = 
" Pipi tis ft 4 
& aa pe ; ’ : ; 
Sead it ee b ; 
P ae Se 4 3 
ae | . 
eee ie 2% 
: ae “ es os po : Pee : ae: 
ae ” we ea ese 
6 fe * 
os ' os 
i ' 
a =? 
_— 
a) 
oe 
f 
a, oa 
pe . 
Tae 
ay 
pe 
\ 
" 
roe 
: ; age: ae Spee aa ete a a eames ee me 
yOe ™ a Pats 4 pee 
i a be a ode — = es 
sass 3 E> ke 
a: Ey te Pe Bo 
Ss | “4 A Bs 
ig i ee 
' Wigy : mo. < : 
j a of se 
ae 2 ™ = ; id * a os “a % 
ee : Be ee eS 
| aed i be: . 
ae 2 ee 2 — : 
He ae a age Se eg 
; ee oe 
JUNE 1959 - : 4 
= 
< ee, a «ane ¥ ee — = oo Fea et fh ees pee a See | | See ere, ’ . a ie = ee 9) ae : 4 
ig . a Sa 7 a es oh ee re} ee Cr: ie ie a 7 a: ae ee - Bae a a ask is e * oF 
ieee “rie = Se geo * . ee So ce aed be SI | ee meee lt tae : ; en 
Suey ’ ee Se a) eee | ie dt > ie — es Sea ul it = p ’ 


ONE INCH 


of protection 


ends. wall 
scuffing — 
and 
scraping 


e § 
“Sint: Wall-Saver Chairs, by 


Globe-Wernicke, have slightly extended back 
legs which contact baseboard, leaving an 
“inch of protection” between chair back and 
wall, No-Sag springs, foam rubber cushion- 
ing, sturdy aluminum frame assure comfort 
and service. See your G/W 
dealer or write Dept. ¢.6 


4 no contact 


; kaa, q contact here 


The Globe-Wernicke Co. * Cincinnati 12, Q 


STO COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 
THE 


COFFIELD 
EVERLASTING 


A typist, a typewriter and typing paper are all you 
need to keep yourchart up to date. It’s that simple! 


ere cer oe ie OO SBE ti 7 
ELECTR 
GENERAL MOTORS 


| 


rT) 


2 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 


Write for Free 16-Page Illustrated Brochure 
with Price Schedule No. OM-6 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. WELLS ST. CHICAGO 14, ILL. 
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(From page 72) 


During the first three months after 
the offices were opened, Hagan pro- 
vided employees with free bus trans- 
portation from the city. It abandoned 
this when it learned that only one or 
two employees traveled by bus; that 
others took advantage of the lightly 
traveled Parkway and Hagan’s free 
parking facilities which can accom- 
modate 600 cars. 


While sticking close to economy in 
layout, the company did not stint on 
providing adequate and pleasant work- 
ing and recreational areas for all per- 
sonnel. Both buildings have area-con- 
trolled air conditioning, complete with 
an electro-static air filter. One air-con- 
ditioning service area is provided for 
each wing. Acoustical Fiberglas ceiling 
panels hold noise to a minimum and re- 
cessed fluorescent fixtures are equipped 
with special diffusers to eliminate 
shadows. All desks are arranged so that 
none is more than 30 feet from a win- 
dow. Each, then, has the advantage 
of some natural daylight. Traverse 
draperies at every window are design- 
ed to filter light, prevent glare and add 
to decor as well. Pastel colors enliven 
walls in work areas and harmonize 
with design elements. Executive offices 
are richly paneled and carpeted and 
furnished to individual taste. Since 
both buildings are ringed by five-by- 
eight-foot picture windows set in alu- 
minum casements, executives, and 
employees, too, are also afforded a 
scenic view of the surrounding country- 
side. 

Six conference rooms in the main 
building are strategically located for 
easy access by all departments. 

The cafeteria which services em- 
ployees is operated by Management 
Food Service, Inc., a new division of 
the Stouffer Corporation. The kitchen 
boasts the most advanced equipment in 
cooking and serving facilities, and 
turns out some 400 tasty meals daily 
over a four-shift period. Adjacent to 
the cafeteria is an outside patio for 
“fair weather” relaxing. 

The library housed in the Research 
Center contains close to 4,000 bound 
volumes pertaining to chemistry and 
engineering, in addition to 400 differ- 
ent monthly publications and pamph- 
lets. Spacious and comfortable, it 
occupies an area of 2,500 square feet. 
The Center also houses complete wood- 
working and metal shops, stills for 
laboratory water, and a fully equipped 
pilot laboratory for studying field prob- 


‘52 Piast 


lems in both the controls and chemicals 
divisions. 

Modern and unique, too, is a special 
research kitchen operated by the Cal- 
gon Division’s Home Economics de. 
partment, which studies various dish- 
washing and homemaking problems in 
terms of the Calgon products. 

Planning and construction supervi- 
sion of the new buildings was under 
the direction of Robert R. Donaldson, 
Hagan vice-president in charge of en- 
gineering, now retired. The office plan- 
ning division of Shaw-Walker Co, 
New York, under Robert Gad, designed 
facilities. Mellon-Stuart Co., Pittsburgh, 
was contractor and builder. 


Automation— 
(From page 43) 


facturers of data processing equipment. 
Numbers and symbols imprinted on 
checks may be read visually, and, since 
they are printed in magnetic ink, can , 
also be “sensed” by machines. In action. 
the Series 1200 machines operate as 
follows: 

1. Basic information on account 
number, bank routing and clearing in- 
formation is preprinted in magnetic 
characters at the bottom of all checks 
and deposit slips issued to customers 
by the participating bank. These mark- 
ings guarantee that all charges and 
credits will go to the right checking Ss 
accounts. 

2. As checks and deposit slips are re- 
ceived, they are proved and distributed 
in about the same manner as that used 
by most major banks for more than a 
decade. However, under the new sys- 
tem an IBM 1201 Proof Inscriber re- 
places the conventional machine. This 


machine automatically distributes paper W. 
to its proper accounting control group, NC 
endorses checks and builds control vale 
totals for balancing of statements and | a“ 
other accounting operations. Simul- car 
taneously with normal bank proving con 
operations, the IBM 1201 imprints the em| 
amount of the check and special proc- ” 
essing instructions in magnetic sym- duc 
bols alongside the preprinted account/ 
depositor information. 

3. In cases where checks have been 
too badly mutilated for automatic han- 
dling, substitute documents can be pre- 
pared on an IBM 1202 Utility Inscrib- 
er. This is a special electric typewriter AS 
which imprints characters in the uni- 
versal magnetic code. For damaged ns 
checks, the IBM 1202 will write dupli- 10: 


cating information on a carrier envel- 
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New York and New Jersey 


"NCR PAPER saves more than its 
yearly cost every nine months.” 


FIRST NATIONAL STORES INC., Somerville, Mass. 


“We use NCR Paper for over 90% of our multiple-copy forms. Though the price of 
NCR Paper is usually more than forms with carbon, the advantages have a money 
value that offsets, many times, the increase in price. 

“Operating efficiency is improved because we do not have to insert or remove 
carbons. NCR Paper forms make it possible to pick up originals and copies as a 
complete unit. All this saves valuable time and reduces our costs. In addition, our 
employees prefer the cleanliness of NCR Paper. 

“We estimate NCR Paper returns its yearly cost every nine months through re- 
duced operating expenses.” 


1884 
75 
—— 
Vice President, YEARS 
First National Stores Inc. 1958 


ASK YOUR LOCAL PRINTER OR FORMS SUPPLIER ABOUT NCR PAPER. 


ANOTHER PRODUCT OF 
THE NATIONAL CASH REGISTER COMPANY, payton 9, OHIO 
1039 OFFICES IN 121 COUNTRIES * 75 YEARS OF HELPING BUSINESS SAVE MONEY 
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FIRST NATIONAL STORES 
saves time and money with 
these NCR Paper forms: 


Warehouse Delivery Receipt 
Warehouse Record 

Job Order 

Time Report 

Receiving Record 
Maintenance Work Order 
Shipping Record 
Delivery Receipt 

Grocery Delivery Receipt 
Grocery Order 

Produce Receipt 

Produce Invoice 

Meat Invoice 

Grocery Invoice 

Cheese Invoice 

Egg Invoice 


NCR PAPER 
ELIMINATES 
CARBON PAPER 
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Management Executives 
GET WHAT THEY NEED IN 


({ AUTOMATION in the office 

[4 PERSONNEL problems and practices 
(¥ SYSTEMS, forms control and records 
{4 OFFICE LAYOUT and furnishings 
(4 TOOLS OF THE OFFICE 

(4% OFFICE CATALOGS and booklets 


es They are the executives primarily 
responsible for office purchases: 


9 OM | 

PRODUCT ty 

OR — 

SERVICE purchasing 
General Office Furniture 96.7 
Executive Office Furniture 83.2 
Office Machines 98.4 
Duplicating & Photocopying Equip. 94.8 
Electronic Equipment 75.3 
Tel. & Tel. Service 90.7 


Inter-Office Communication System 89.0 


Mail Room Equipment and Supplies 89.9 


Office Acoustical Material 78.5 
Office Partitions 84.9 
Office Floor Covering 

| __ (Carpeting, Tile, Etc.) 80.5 
Office Floor Maintenance, 

Equipment & Supplies 77.3 
Water Coolers 74.5 
Employment of General 

Office Personnel 94.1 
Insurance & Welfare Plans 73.0 
Office Relocation 81.0 


Proved by Fact Finders’ SURVEY 


Send for complete report of FACT FINDERS | 


ASSOCIATES, INC. SURVEY, which reveals size 
and nature of the office market; the men who con- 


trol the buying of office equipment and who answer | 


to as many as 83 different titles; the expenditures 
planned — and how to reach and sell this multi- 
billion dollar market comprising the companies 
who employ a total in excess of 35,900,000 of 
America’s working population including more than 
7,400,000 office workers. Yours for the asking! 
*Subject to ABC audit 
UPS Member of 


ss 


:O: Audit Bureau of Circulations @y: 


‘ex Associated Business Publications “= 


ope. The check will then be placed 
inside the envelope, which is carried 
forward for completely automatic data 
processing. 

4. When the original inscription job 
is completed, checks go to a 1210 Sor- 
ter-Reader, which “reads” the informa- 
tion printed on the checks in magnetic 
ink, and automatically sequences and 
arranges checks at the rate of 54,000 
per hour. Information sensed from the 
checks can be fed through the 1221 
Sorter-Reader Control directly into an 
electronic computer or punched card 
data processing system. 


Programming— 
(From page 29) 


and also insuring that the system, when 
it is extended, will still be efficient, 
since it is based on a new arrangement 
of components of individual programs 
which have already been proved. 

“In this approach,” he told the AMA, 
“the barest skeleton of a system comes 
first. The only purpose of a skeleton is 
to form some sort of rule by which 
the individual modules or primitives, 
as they are called, are to be written. 
Essentially, the report comes before the 
full-blown system — it must as a 
matter of fact, since the system itself 
never stops developing, but is con- 
tinually emerging out of all the prob- 
lems that are being solved due to new 
requirements that are being submitted 
by the requestors. It has the advantage 
of the non-systems approach in that 
the first reports come back to the 
requestors as quickly as if no systems 
attempt had been made. Furthermore, 
it has the advantage that as more and 
more reports are called for, the time 
required to create the programs to 
supply those reports gets shorter and 
shorter since more primitives or mo- 
dules lie around that can be used in 
the construction of the new reports. 
Furthermore, it has the advantage that 
the systems analysts, when they do go 
over the requirements for the solution 
of any problem, need not feel bound 
to sit down and come up with the 
perfect system immediately, which as 
I've indicated, is a fruitless attempt 
anyway, because the programs that 
will result as a consequence of this 
systems analysis are not hard-fixed, are 
not graven in stone so to speak, but 
can be easily modified to take care of 
new contingencies which hadn’t been 
conceived of when they made their 


first attack. As a consequence, though 
Use Readers’ Inquiry Coupon on Page 88 
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Reynolds & 
; Reynolds Sales 
Representatives 


NEW ENGLAND 

CONNECTICUT, FAIRFIELD: J. M, 
Lashar, D. Savard, CL 9-5204. 
MASSACHUSETTS, CAMBRIDGE: N. 
E. Duehring, W. W. peer, S. Straghan, 
ie 4- “a PALMER: C. Windholz Jr, 


RHODE ISLAND, PROVIDENCE: L, 
onnor Jr., ST 1-3346. 
MIDDLE ATLANTIC 
NEW YORK, ALBANY: O. Miller, 
FALO: H. H. Poulton, 
CI 3606; NEW YORK: W. Fox, C. F. 
Roeder, L. Straight, C. H. Swanson, H., 
W. Wishart, G. E. Dorry Jr., R. Constant, 
TR 3-5418; ROCHESTER: E. A. Reyn- 
ae, 4, 6-2747; SYRACUSE: J. Gorton, 


PENNSYLVANIA, NARBERTH: P, 
Burke, D. Gross, T. McKay, MO 4-6190; 
PITTSBURGH: W. G. Fischer, D. RK. 
Hixenbaugh, MO 1-0467; WEST READ. 
ING: J. L. T. Aiman, FR 6-1132. 
NORTH CENTRAL 
ILLINOIS, CHICAGO: W. G. Daniel, 
G. H. Dengler, E. J. Endzel, S.C. Morrey, 
+: 7-6740; PEORIA: B. Crismore, 


INDIAN , FT. WAYNE: W. J. Dyk, 
N 9459; ggg ge 9 oH R. D. 
Brown, A. Wisner, WA 6-5605; MUN- 
CIE: H. M. Chaddock, AT Si. 
IOWA, DAVENPORT: B. Hassel, 6-2933. 
MICHIGAN. i ae ad z: bw aaa 
L. H. Tay E. 
Williams, BR. 59616: GRAND “RAPIDS: 
J. Zimmer, GL 1-3162. 
MINNESOTA, af, PAUL: J. K. Annett, 
ozenic I 5-5525. 
"KANSAS CITY: J. sh 
Kleban. BA 1-1817; ST. LOUIS: 
McLeod PA 6-1188. 
FBR AS , OMAHA: L. L. Rentschler, 


ARRON: B. Given, FR 6-8621; 
CHS Na. E. VanNess. AV 1- 3068: 
CLEVELAND: L. M. O’Connor Sr. 
R. E. Lee, UT 1-6525; COLUMBUS: 
L. M. Price, HU 8-6534; DAYTON: 
R. G. Butcke, N. F. Gregg, L. Hawkes, 
a Be Heilig, BA 4-3831; TOLEDO: 
G. O. Sullivan, GR 4-5365. 
WISCONSIN, MILWAUKEE: H. A. 
Jennrich, C. G. Langheck, BR 3-6320. 
SOUTH ATLANTIC 
ELORIDA. ea ee: “. <. 
Hassel Jr., EV 7-11 
GEORGIA, ATLANTA: G. H. Fowler, 
B. Smith, JA 2-337 
MARL AND, BALTIMORE: 
tewart 3-5766; —_ SPRING: 
T. Wisner, JU 9-3080 


’. CHARLOTTE: B. 
R. Wilson, ED 4-9425. 


VIRGINIA, RICHMOND: W. G. 
tcher, -5625. 


WEST _ VIRGINIA, HUNTINGTON: J. 
H. Holliday, JA 5-8468. 

SOUTH CENTRAL . 
ALABAMA, BIRMINGHAM: M. H. 


Reisinger, FA 3 

EN ©  steteiaiemene 3. 
Hughes, JU 3-687 
ees, NEW ORLEANS: E. M. 
rooks rapeo big SHREVEPORT: 
W. D. Martin, 65-3194 


QBLAHOMA, OKLAHOMA CITY: C. 
Martin, FO 5-3021; TULSA: F. Pontious, 
WE 9-5508. 


TENNESSEE, MEMPHIS: R. G. 
Thompson, BR 2-2912; NASHVILLE: 
G. W. Sisk, AL 6-8851. 

TEXAS. CORPUS CHRISTI: B. G. 
Helm, TU 3-5261; DALLAS: G. B. 
Shafer, H. W. Secker, C. Stewart, FL 
7-4627: HOUSTON: G. B. Haggott, R. F. 
Hendrix, JA 4-2405; LUBBOCK: B. 
Stewart, PO 3-1261; SAN ANTONIO: 
W. D. Gaston, PE 2-516 

MOUNTAIN 

COLORADO, DENVER: R. J. Folkman, 
AC 22-5440. 

PACIFIC 

CALIFORNIA, LOS ANGELES: J. A. 
Cook, L. espe, J. Drummond, T 
Gowran, T I. McKee, A. W. Skelton, 
NO 3-2251; OAKLAND: 5. J. Lund- 
quist, TE 2-7156; SACRAMENTO: D. 


A. G. Cundiff, TU 9-3191; SAN DIEGO: 
J. R. Greene, CY 5-3508: SAN FRAN- 
CISCO: H. F. DuPre, 2 2-2648; SAN 
JOSE: B. Keagy, CY 3-1138. 


QREGON, PORTLAND: A. Bouchard, 
A 3-5924. 


» SEATTLE: W. E. 
ooth, . 
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paper work 


has you } 
“bottled up”. ee J! 


you can get expert help from one of Reynolds & 
Reynolds representatives! He offers business forms 
and systems that are individually tailored to fit 
your specific needs. Reynolds & Reynolds repre- 
sentatives have shown thousands of large and small 
companies how properly designed forms carefully 
coordinated can simplify and speed office proce- 
dures, cut overhead costs and increase profits. Your 
own paper work bottlenecks might be broken by 
combining several forms into one multiple part 
set .. . or eliminating copies from certain forms 

. or letting No Carbon Required Paper solve a 
problem. 


Let a Reynolds & Reynolds representative y 
break your paper work bottleneck...no obli- ee 
gation! See list on ad joining page...call today! 


The Reynolds & Reynolds heme ee 


ee ale en 6 pipes ; ~ CSTE, EOI OT 
oe es a tei meet RSSec aes eat Ss s) SAS eer accgee ie sae Bee Mand eae Sekee se < eae 
> all epoch eae on aoe tae ese 


page 
ee 


DAYTON, OHIO ¢ CELINA, OHIO ¢ DALLAS, TEXAS ¢ LOS ANGELES, CALIFORNIA 
BUSINESS FORMS AND a 
SYSTEMS SINCE 1866 ¥ 
Also manufacturers of Post-Rite E : 
Pegboard Accounting Systems 5 
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the first report may have come before 
the system, the body of reports, and 
the system develop simultaneously. 
Furthermore, this approach has the 
advantage that the problems can be 
approached with humility, with a feel- 
ing that though one doesn’t know how 
to solve the full problem yet, there is 
no need for paralysis as a result of this. 
Each little attempt at building a mo- 
dule is an experiment which hopefully 
is going to produce something useful. 
If it fails to do so, the whole system 
doesn’t fall because of this attempt. A 
complete system does evolve which 


Company 
letters 
are salesmen 
too! 


Regard your company’s letters 
as you would a salesman. Do 
they speak clearly? Are they sin- 
cere? Are they direct? In other 
words, are they proper represen- 
tatives of your company? 


Unfortunately, too often the an- 
swer is “NO”. Chances are your 
time is limited. Too limited to 
edit every letter written by your 
staff. 


The practical solution lies in 
giving your staff a step-by-step 
training program called BET- 
TER LETERS. More than 2000 
companies, coast to coast, are 
using BETTER LETTERS to 
train their people in modern let- 
ter writing. 


We will send you, without obli- 
gation, complete information on 
this program together with a 
sample of one of the bi-monthly 
instructional bulletins that make 
up BETTER LETTERS. 


Take this first step toward bet- 
ter letters now! Write to: 


THE ECONOMICS PRESS, INC. 
200 Glenridge Avenue 
Montclair, N. J. 


has the large background of already 
produced reports sitting behind it to 
prove the efficacy of the system itself. 
No big promises are made ahead of 
time as to what the system will do. 
The promises are replaced by already 
accomplished facts. Any new attempt 
to achieve things that haven't been 
tried before can be built onto the 
already growing structure. 

“This approach has had spectacular 
success at Space Technology Labora- 
tories, where we are able to create 
new, tremendously large programs in 
a matter of a few weeks. Now, the 
two-week time lag may seem large 
compared to that which can be accom- 
plished with automatic programming, 
but it results in a much more efficient 
use of expensive computer time. In 
truth, once more, the full systems ap- 
proach would not have visualized the 
problems. They were visualized be- 
cause of surprising results in previous 
problems. Inasmuch as these programs 
are going to run for many, many hours 
on a computer, the advantages of ma- 
chine efficiency have easily made the 
time lag of two weeks worthwhile.” 

In other words, the modular pro- 
gram concept, according to its ex- 
ponent, not only offers advantages over 
automatic programming; it also under- 
cuts the “total system” approach that 
has long been advocated as the best 
method of working toward paperwork 
automation. Instead, it implies a step- 
by-step approach, in which each suc- 
cessive step becomes easier to program 
because of a growing inventory of 
“primitives” which can be used to 
construct each new program. 


Service bureau— 


The method of conducting this anal- 
ysis is similar to that used in the fac- 
tory to schedule work. It should follow 
a logical pattern: 

1. Prepare procedures showing each 
processing step required for each opera- 
tion, and the time required for each 
step in terms of a standard quantity. 

2. Project volume for each process- 
ing step. 

3. Compute equipment time required 
to perform each operation, and clerical 
time required for nonmechanical proc- 
essing. 

4. Total equipment time required by 
machine type for each application and 
overall; add safety factors, and sched- 
ule machine time and machine per- 
sonnel. 

5. Total clerical hours required for 
each application and overall; add safety 
factors, and schedule clerical personnel. 

6. Compute expected cost of each 
application. 

7. Record actual time used and vol- 
ume processed for each operation. 

8. Compute actual equipment and 
personnel utilization, as well as costs 
by application and for the department. 

9. Compare actual to expected costs 
and utilization. 

10. Compare actual start and com- 
pletion times for data processing with 
required completion times. 

Having gone through these steps 
you will, in effect, have prepared a 
schedule and an experience table to 
compare with your original forecast. 
While this is the starting point for a 
comparison of service bureau opera- 
tions to your own, it also has great 
value in determining the effectiveness 
of your own punch card department. 
Whether any shifts are made of pres- 


(From page 31) 


“service bureau” is, the next question 
is—is its use profitable for your com- 
pany, and how do you make that de- 
cision? 

The first step necessary in order to 
make a sound decision is to analyze 
your own operation. The purpose of 
the analysis is to determine for every 
operation, and for the entire punched 
card department: 


1. Actual costs versus expected costs. 
2. Actual machine and_ personnel 1 
utilization. 
3. Actual volume. 
4. Required timing for the process- I 
ing of information, and completion of | 
reports versus actual completion times. |J 


5. A forecast of future requirements. |= = 
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You’re losing time and money 
if you’re not using... 


‘SPOT;CARB Iam 


BUSINESS FORMS THAT... 


* Eliminate carbon 
interleavgq! 4 

° icate } 

. Avoid messy 

* Cut down waste 


handling! 
* Allow up to 17 ; 
sharp copies! hes 


¢ Improve design, 
efficiency! 


Ask your printer 
or write us for 
FREE 

SAMPLES... 


CARBON 


PRODUCTS 


Dept. OM-6 
56 LAFAYETTE STREET ff 
NEW YORK 13, N.Y. 
WA 5-2121 

aS i CEM se ae on! 


OFFICE MANAGEMENT 


ent a 
not, 
tions 
ing t 
ed Cc: 
, If 
insta 
choi 
equi 
the | 
retic 
reau 
a go 
Pn ne a Ss N 
ten 
; yout 
to n 
ties 
stan 
clud 
ence 
be t 
for 
: you: 
pro: 
s to : 
; suit 
You 
of + 
, out 
at a 
to § 
e inst 
; fror 
ser 
full 
: ] 
to | 
a : 
: inst 
5 pro 
es 3 
— — — pre 
es Ey ee 
anc 
| 1 po 
“ rn _ 
) Pe 

i _— wh 
L bee 
- 1 | = the 
a \ eee a: 

: Z xz 1 
\ ice 
«re: 
. ae | bu 
; JPOT z 
es ‘ 

ee 

80 eC ee 
ll Se i Ae ee Se ee 
— or of i eee oe 


ent applications to a service bureau or 
not, this analysis of your own opera- 
tions will provide a continuous work- 
ing tool for control of your own punch- 
ed card costs and efficiency. 

If you do not have a punched card 
installation now, but are faced with a 
choice between installing your own 
equipment and using a service bureau, 
the same type of analysis on a theo- 
retical basis, compared to service bu- 
reau speeds and costs, will again form 
a good basis for judgment and decision. 


Compare bureaus’ services 


Now that you have complete writ- 
ten procedures and an evaluation of 
your own installation, you are ready 
to make a comparison with the facili- 
ties offered by service bureaus. Your 
standards for evaluation should in- 
clude costs, processing speeds, conveni- 
ence, and control. The appraisal should 
be made both on an overall basis and 
for each application handled within 
your own installation. The proper ap- 
proach to get a fair comparison is first 
to select the operations which seem 
suitable to service bureau fulfillment. 
You can use a service bureau to do all 
of your punched card processing, with- 
out having any of your own equipment 
at all. You can also use a service bureau 
to supplement your own punched card 
installation. Here are some situations 
from our firm’s experience in which 
service bureau facilities were success- 
fully used: 

1. During a conversion from manual 
to punched card processing. 

2. Adding new applications to an 
installation, including testing of new 
procedures. 

3. Relieving an installation of un- 
profitable or burdensome applications, 
which result in overtime, peak loads 
and non-recurring operations. 

4. Supplanting units which have 
poor utilization records, because they 
are carried as standby machines or are 
used on very few applications. 

These are some of the situations in 
which service bureau facilities have 
been economically used. You may find 
these as well as others in your own 
company. 

The next step is to ask several serv- 
ice bureaus to quote on their services. 
Check the reliability of each service 
bureau, especially in regard to its past 
record of meeting schedule commit- 
ments, while not exceeding estimated 
Costs. 

Then submit specifications (which 
would include procedures, forms, vol- 
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Sheet protectors of MYLAR’ 
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cut replacement costs 


You get up to 35% more sheets in a ring binder by using 
sheet protectors of tough, thin Du Pont ‘‘Mylar’’* poly- 
ester film. Salesmen have less bulk and weight to carry 
. . . less filing space is required. 

Sheet protectors of ““Mylar’’ are tough, long-lasting. 
*‘Pull-out” problems at the ring holes are eliminated . . . 
replacement costs are cut . . . sparkling-clear ‘““Mylar” 
won’t yellow or become brittle with age. 

Ask your supplier today for sheet protectors made with 
“‘Mylar”’! For information on other stationery items made 
with ‘‘Mylar’’, write Du Pont, Film Dept., Room OM-6, 
Wilmington 98, Delaware. 
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manufactures the base material ‘‘Mylar’’—not finished sheet protectors. 


MYLAR 


BETTER THINGS FOR BETTER LIVING POLY ESTER FILM 


. . THROUGH CHEMISTRY 
Use Readers’ Inquiry Coupon on Page 88 


81 


cat dd La 


“3 i - , } 
ic- ' 2 ( Sl ; 
WW Wo wy yt, = 
bitty i ; . a= { ey 
- ” yf / a F a s f ° , : ae 
ed ‘ 7 — ‘- 
Oc- P J ae ——- MS fs Z -— = 
aa ‘ : iq A 3 q : 
" y 2 oo = 
od. - ol aie cn ones ‘ Z | AR a ae 
Ct. Se | as 
for =< — * ——— > iq 
ty moor 4 4 3 ee 
el a os a 
. ponmnapeinpnccrcaptecesoncmnontetnn novice oS ownaaen na = — se mem —s 2 2 
ich ’ aati a san a ——" ees " manana ne a 3 
ok ae a ae ee ee na eae cee uD ee # 
ol- . _—— / a ‘ iil ma ; 
a a — L' ' ; : 
ind , ‘els one pa " . 
wn — SSS 7) a I is 
Nt. ciated PA re oe, = 4 — = —_ ; 
StS | “ eS re a 4 - : : 7 : Tg } ga ie a ‘ a 5 bs 
” | Ae a i = j= ids (a F oS 
m- —— 1 _ = = —, ‘ a= 
ith | Pag “= _ % ; +< mn 3 
| 
eps | ) “ ; 
la , 
ast. ax 
ra | Ei ne 
-fa- : > 
eat 24 
Less | | . 4 
~nt. | 4 
reS- i 
% 
‘, 
he 
Nil PANT Laan i <i 
1 QU PON | | 
I REG PaT OFF. ; as 
“ <7 ; 
” Bee Sie. 7 ig ot ad x - = So ian 4 4 ee é Ae | Fae , > oa a Pe a: . | P a E 
ii.) +» ee sulie cee )s 
. ie ae aes men 3 ig Yea { ~~ ee il ed | eS dt ee a ae = | 


ume figures, required start and com- 
pletion dates), to each of the service 
bureaus selected. 

Next compare quotations from the 
service bureaus in regard to each other 
and to the cost of the same applications 
processed on your own equipment. 

While the comparison of costs and 
processing speeds is a matter of sub- 
mitted quotations and cost analysis, 
the estimated worth of the conveni- 
ence and control of processing the ap- 
plications involved in your own in- 
stallation is a matter for individual 
company judgment. In some cases 
service bureaus may actually offer ad- 
vantages in convenience and control. 
It is easier for some executives to 


“We needed 


ak a 
Peete ree 


crack down on an outside firm than on 
their own subordinates. They may find 
that the technical skill and work habits 
of a service bureau are difficult to du- 
plicate in their own organization. Serv- 
ice bureaus are used to working on a 
deadline basis; they are used to meet- 
ing budget estimates; they are used 
to solving technical problems rapidly. 
In many instances the supposed con- 
venience of having your own installa- 
tion can actually be overcome by the 
skill and concentration which a good 
service bureau offers. In other in- 
stances, the physical location of a serv- 
ice bureau becomes important. In still 
others, especially in larger organiza- 
tions, technical skill can be found in 


a good catalog 


... but we couldn’t afford it” 


No need to do without illustrated catalogs, attractive sales folders, 
mailers, reprints, letterheads—just because of the high cost of “outside” 
printing. With the Rex-Rorary D-280 it’s easy to turn out professional 


printing right in your office! 


Prints photos...any size type...any type illustration—in black... 
in colors. Anyone can operate the Rex-Rorary, for it prints auto- 
matically (stops automatically, too). It’s fast...easy...clean (sealed 
ink cartridges prevent messy fingertips! ). Unique ink control assures 
uniform printing on every page. And note: at the touch of a lever, 
letter-size stencils print without masking (a Rex-Rorary exclusive). 


You’ll also want to know 
about the amazing ELECTRO- 
Rex...the automatic stencil- 
maker that cuts stencils 
electronically! At the flip of a 
switch it transfers, to the stencil 
or offset plate, type proofs, clip- 
pings, photos, drawings—ex- 
actly like the original. 


For full information, or dem- 
onstration, send coupon. 
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quantity within the company, and the 
technical abilities of a service bureau 
become relatively less important. These 
last items are all matters of judgment, 
and must be evaluated in the light of 
each individual company problem, 
much in the same way as you would 
evaluate the purchase of any other 
outside processing, such as printing or 
the manufacture of subassemblies. 

The fact remains that a large part 
of your answer will be determined by 
the comparative costs and speeds of 
service bureaus versus your own instal- 
lation, and this determination can only 
be based on a thorough, factual picture 
of your own operation and the sub- 
mission of specifications to service bu- 
reaus which reflect today’s and tomor- 
row’s operating conditions. Therefore, 
it is important that the proper opera- 
tions be chosen for consideration as 
possibilities for outside processing. 
The same thing is true here as in any 
other scientific approach to the solu- 
tion of problems: the most important 
thing is to ask the right questions—it 
vastly increases your chances of get- 
ting the right answers. 


Records— 
(From page 38) 


same record may be called by different 
names. 

(c) The form number, if one is 
involved, is an additional distinguish- 
ing bit of information. 

(d) Kind of copy. This is used to 
distinguish original documents from 
carbons or reproduced copies. Obvi- 
ously an original document will usually 
have a different retention value from 
a copy. Sometimes it is helpful to 
make a note of the color of the paper 
as another distinguishing mark. 

(e) Included papers is a listing of 
papers ordinarily included in a “case 
file” type record as, for example, in a 
purchase order folder. Such papers as 
authorizations to purchase, bids, com- 
parison of bids received, acknowledg- 
ment copy of the purchase order, ven- 
dor invoices, receiving reports and 
similar papers would, in this example, 
be listed. Such a listing is very useful 
in sloughing off other copies of such 
papers which may be scattered about 
the organization. 

(f) The filing arrangement quite 
frequently has a bearing on the reten- 
tion value of a record. For instance, 
two files may be duplicated in every 
respect except their filing arrangement, 
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yet it may be necessary to retain both 
files to facilitate getting at the infor- 
mation contained in them. 

(g) The volume and inclusive dates 
of accumulation. This information 
might be expressed “100 cubic feet, 
1953 to 1958”, meaning that 100 cubic 
feet have been generated in five years 
or, 20 cubic feet per year. If the value 
of the information in such a file is 
questionable it would probably get a 
short retention period because of the 
expense of maintaining it. If the vol- 
ume were only five cubic feet in five 
years it might be worth keeping be- 
cause the maintenance expense would 
be negligible. 

(h) The purpose of the record is a 
brief statement explaining what it 
records or documents or why it is 
generated or how it is used. Care in 
expressing the purpose clearly is im- 
portant because it is the most essential 
element in evaluating a record. Two 
copies of the same form, for instance, 
may be used for entirely different pur- 
poses and must be considered accord- 
ingly. 

(1) You will want to know if other 
copies of the record you are evaluating 
exist somewhere in the organization. 
It is pointless to retain several copies 


of the same record beyond their imme- 
diate usefulness if one will suffice. 

(j) The frequency of reference can 
be expressed in such terms as “fre- 
quently for six months, occasionally 
for another six months, seldom there- 
after”, or “frequently while related 
equipment is in service, never there- 
after”, or in similar terms. 


Setting up retention period 


With all the above information con- 
cerning each record of each organiza- 
tional element of your company you 
are now in a position to take the sec- 
ond step in building your retention 
schedules. You have sufficient data to 
evaluate each record and recommend a 
retention period. You can take several 
paths. Some companies use “records 
committees.” Others accept the rec- 
ommendations of the records manager 
or records analyst, subject to approval 
of an executive of the company with 
the concurrence of an attorney. 

In the Production Engine Depart- 
ment of the General Electric Company, 
an initial recommendation is made by 
the Records Retention Specialist with 
the concurrence of the supervisor or 
manager whose records are being eval- 
uated. This initial recommendation is 


based upon the usefulness of the rec- 
ord from the standpoint of the day- 
to-day operation of the organization. 
An experienced supervisor usually has 
a pretty good “feel” for the value of 
his records and the Records Specialist 
can act as a “balance wheel” for those 
supervisors who want to retain every- 
thing “permanently” or for those few 
who want to throw everything away 
prematurely. A few minutes’ discus- 
sion between these two individuals 
usually results in a recommendation 
that is quite reasonable. If a particular 
record is likely to be of interest to 
other organizational elements of the 


department, lateral concurrences are 
also obtained. 
A brief “justification” for the rec- 


ommended retention period is then 
written for each record. This is a 
statement showing how the particular 
recommended retention period was ar- 
rived at. It might be a reference to a 
statute or regulation requiring that the 
record be maintained for a certain 
length of time. In other cases it could 
be the fact that the record is never 
referred to after a certain length of 
time. Some “justifications” may require 
a more elaborate explanation. At any 
rate, this information is 7 helpful 


a 


0x, MANUFACTURING COMPANY 


Gels 


CARBON PAPERS AND INKED RIBBONS 


Sold through KEE-LOX branches and 
selected independent stationers 


“Secretaries never die . 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she looks 
—éven at quitting time). She’ll tell you what nice copies she 
gets, how clean they are. And she’ll be equally enthusiastic 
over Grip-N-Pull’s other features—automatic warning of last 
typing lines, automatic rotation, automatic alignment. 


You too can stay young indefinitely* by letting Grip-N-Pull 
carbon paper make your work easier and pleasanter. And your 
boss will be interested in knowing that Grip-N-Pull, with all 
its advantages and long wear, still costs no more than regular 
carbon paper which does not have the exclusive patented 
features of Grip-N-Pull. 


*The only exaggeration (one we hope will 
cause a smile) in this message. 
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to those who subsequently review the 
recommendations. 

After this is done, the facts and the 
suggested retention period for each 
record are submitted to an attorney 
who reviews the recommendation from 
the legal standpoint. In most cases the 
suggested retention periods are long 
enough to satisfy legal requirements; 
only occasionally does one have to be 
lengthened. After legal review, the re- 
tention period is set and the evaluating 
process is completed. 

For the sake of convenience and to 
insure uniformity, all the facts about 
each record, together with the recom- 


mended retention period and manage- 
ment approvals, are incorporated in 
a form. The resulting file of completed 
forms is the basis for the published 
schedules and is authority for retention 
or destruction of the related records. 


Find “key” records first 


Constructing a set of record reten- 
tion schedules is quite similar to piec- 
ing together a huge jigsaw puzzle — 
the farther along you progress the 
easier the task becomes. This is true 
because precedents are constantly being 
set upon which subsequent record 
evaluations can be built. When con- 
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again! ; 


Write for complete details 
(hamer- POSTURE CHAIR CO., INC., 
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sidering a set of related records it is 
wise to select the “key” record and 
establish a retention period for it first, 
You will probably find that all other 
records in the group either support, 
summarize or supplement that one rec- 
ord. For instance, the key record of an 
organization responsible for the pur- 
chasing function is usually the nu- 
merical file of purchase orders. Once 
you establish a retention period for 
that record, the remainder of the or- 
ganization’s records will fall quite 
easily into place. 

In like fashion, when you progress 
to the accounts payable records you 
will probably select the numerical file 
of vouchers as the “key” record of that 
group, if your company is using the 
voucher system. You have decided on 
a retention period for the purchase 
order file so you will no doubt retain 
the vouchers for the same length of 
time because both files are necessary 
to document a procurement trans- 
action completely. Thus, another set of 
related records falls into place. 

The final step, publishing and dis- 
tributing the schedules, can be taken 
concurrently with the development of 
retention periods. Records covered by 
approved schedules should be destroyed 
immediately and a system installed to 
insure that as records reach the re- 
quired “age” they are tagged for dis- 
posal. It is extremely important that 
approved schedules reach the people 
who have need of them — records cus- 
todians and those responsible for the 
operation of your records storage cen- 
ter. 

Records are living things. They 
change constantly. New kinds are al- 
ways being generated and others are 
being discontinued. Once you have a 
complete schedule of retention periods 
for your company records, don’t stop! 
Keep it up to date. A yearly review 
of your company’s files is wise, first to 
see that disposal schedules are being 
followed and second to amend your 
schedules according to changing con- 
ditions. 

The effective scheduling of your rec- 
ords will insure a smooth flow from 
creation —to active life—to storage 
—to destruction of your paperwork. 
Pile-ups of obsolete and useless ma- 
terial in your file rooms and storage 
areas will be eliminated with substan- 
tial savings in paperwork costs and 
effort. The heart of a good records 
management program is a records re- 
tention schedule. See to it that your 
program has a heart! 
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Seagram— 
(From page 40) 


with functions in Order-Billing De- 
partment (to avoid duplication). 

That document preparation be under 
the Communications Department and 
not under Order-Billing Department 
(to take advantage of existing special 
skills and because of relationship be- 
tween document preparation and com- 
munications in proposed system). 

In the next half-year, a concentrated 
program was begun to familiarize our- 
selves with the hardware and detailing 
the program. Working with Standard 
Register and equipment personnel, a 
master tape was designed to carry 
through all the information to all of 
the documents involved. This, of 
course, meant programming functional 
codes to run the various pieces of 
equipment (Flexowriters, Computyp- 
ets, Teletypes, tape-to-card converter), 
to edit the information and codes from 
feport to report, as well as designing 
all of the identification codes for in- 
ventory, accounts receivable and sta- 
tistics. 

Months of gathering correct master 
data from all areas (accounting, tabu- 
lating, sales, plants, etc.) followed. 
Finally, our program began in April, 
1958, culminating nearly two years of 
planning. Our largest plant, Lawrence- 
burg, Indiana, was the first plant to 
begin the complete cycle incorporat- 
ing shipping/traffic document prepara- 
tion. At that time, we used the order 
tapes to prepare the invoices for the 
balance of the plants. One might won- 
der why we started with the largest 
plant. Our reasons were many but 
mainly it was because we knew that 
the volume at this plant would justify 
the necessary investment. We have 
since added other major plants and will 
complete the last by this summer. The 
latest addition to our Automation Pro- 
gram is the cutover of our import 
affiliate, Browne-Vintners Co., Inc., to 
its new “pre-billing” system. Here be- 
cause of the nature of the business, it 
was possible to eliminate all interme- 
diate documents and to use the invoice 
for all purposes. 

What is thought to be sound advice 
to those embarking on such a program 
is perhaps the single worthwhile pur- 
pose this article could serve. Such con- 
clusions do not come cheap — rather 
they were sired at the cost of some trial 
and error, some degree of frustration 
and considerable midnight oil. We feel 
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that the following thoughts are worthy 
of your consideration: 

A. The “total” approach probably 
added a year to our systems job. This 
was, in our minds, a most fruitful year 
in terms of the end-product as well as 
by-product effects. Not a single re- 
programming has been necessary to 
cover the several operating functions 
added to the initial program. 

B. Don’t be oversold on equipment. 
Rather, we feel that you should add as 
you grow in location coverage and 
only where economy dictates. This also 
applies to your communication net- 
work. At the same time, however, al- 


es 


ways include an appropriate factor for 
“down time” when estimating your re- 
quirements. 

C. Do not attempt to place all ele- 
ments of the system into effect at one 
time. Certainly all elements should be 
in the basic planning (this is the total 
approach) but plan your cutover of 
the various components several months 
apart. Start with the order and invoice 
preparation. Extend the system to the 
plant activity next. Follow with tape- 
to-card conversion, etc. Add locations 
as smoothness in operations occurs. 

D. It has become trite in systems 
circles to suggest that strong top man- 
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a MODEL A-22 


e Replaceable Seat _—e Lifetime Spindle 


and Bearing 
e One-Piece 


and Back Covers 


e Molded Foam 
Latex Cushions 


Aluminum Base 


Mink is a luxury 
... but seating 
comfort in your 
office is a necessity. 
You’ll get more 
and better work 
from your girl 
Friday when you 
seat her in a Cramer 
Secretarial Posture 
Chair. Completely 
adjustable, it’s a 
“perfect fit” 

for her. 

Be sure she’s 
“Backed by the 
Best.” Put her in a 
Cramer chair! 


Write for complete details 


POSTURE CHAIR CO., INC., 


625 Adams, Dept. OM-6, Kansas City 5, Kans. 


Use Readers’ Inquiry Coupon on Page 88 
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America’s Leading Industries Choose 


BENTSON 


OFFICE FURNITURE 


In the air—it’s Braniff for the distinguished 
“Silver Service” flight. In the office—it’s Bentson 
for the most distinguished line of office furniture. 
Yes . . . again and again Bentson is chosen by the 
leaders to provide beauty and design combined 
with sturdy construction to give the “last word” 
in efficiency and comfort. Bentson . . . first choice 
always! Whatever your office needs . . . in func- 
tion, color or styling—Bentson has it. Join the 
leaders who know. Put yourself behind a Bentson 
today. 


Get a colorful 
catalog from your 
Bentson Dealer 
or write to— 


BENTSON MFG. CO. 


660 HIGHLAND AVENUE 
AURORA, ILLINOIS 


Use Readers’ Inquiry Coupon on Page 88 


| details and recommended installation 
| data are also included. 


CATALOGS ‘Wo 
BOOKLETS, BROCHURES i _— 
FOR THE OFFICE |=! 


Metal Furniture (1) 

Borroughs Manufacturing Co., Sub- 
sidiary, American Metal Prod. Co. of 
Detroit, 3002 N. Burdick, Kalamazoo, 
Mich. A new, 24-page illustrated cata- 
log depicts every product in a line of 
metal office furniture, including all 
accessories and special features. Each 
product is described in detail with the 
retail price of each item. 


Bulletin and Chalkboards (2) sad 

Claridge Products & Equipment Co., a en 
Box 278-A, Harrison, Arkansas. Four- «Claridge 
color, 24-page catalog describes and il- j 
lustrates a full line of chalkboards, Siaurvoanos 
bulletin boards and aluminum trim. TRIM. 
Line drawings showing construction 


a OF Ce 


FURNIT Ure 


Data Processing System (3) 
Royal McBee Corp., Port Chester, 


New York. New automatic Keysort 
data processing system is described in 
this 10-page brochure (S-500). The 
method of coding an original unit rec- 
ord for automatic processing is also 
illustrated. 


Bookbinding Equipment (4) 

Plastic Binding Corp., 732 S. Sherman St., Chicago 5. 
The complete line of Plastico Punching and Binding Ma- 
chines and Equipment is described and illustrated in this 
30-page catalog. The catalog offers many suggestions and 
plastico binding applications for books, manuals, samplers, 
etc. Available free on request if letter is sent on company 
letterhead. 


Forms Usage Record ; (5) 
Baltimore Business Forms Co., 313 Frederick Ave. 


Baltimore 29. A special inventory, specification, and record 
book is offered to help maintain and determine monthly 
usage of business forms — balance on hand, the proper time 
and quantity to reorder, etc. 


Specialized Filing Systems 

Plan Hold Corp., 5204 Chakemco St., South Gate, Cal 
A new two-color catalog depicting vertical and roll filing 
systems is now available. New items of special interest to 
engineers, designers, and architects are included along with 
illustrations of all company’s products. 


Metal Office Accessories 
Lit-Ning Products Co., 170 N. Rob. 


ertson Blvd., Beverly Hills, Cal. A new 
12-page catalog lists and_ illustrates 
more than 166 items in the Lit-Ning 
line of metal office accessories and 
equipment. Catalog L-14 also contains 
a numerical index. 


OFFICE MANAGEMENT 
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Iso 


CLASSIFIED 
ADVERTISING 


Rates: Minimum 20 words $5.00. Each addi- | 


tional word 25¢. Payable in advance. Address | 


replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 5th Ave., New York 10, N.Y. 


For Sale or to Buy 


I—NCR 3200 ACCOUNTING MaA- 
CHINE, with stand. Purchased new Feb- 
ruary 1958. Condition excellent. Model 
#WD-32-06-10 (33) 20-SP Serial No. 
5877391. Richards & Conover, 6333 St. 
John, Kansas City, Mo. 


BEST OFFER OVER $500.00 will get a 
complete Lamson Tube System to service 
three floors. O.M. 323. 


PITNEY-BOWES POSTAGE METER 
“AV” model. Two years old. Perfect, 
like-new condition. Used very little. Only 


$1600.00 F.O.B. Milwaukee. Ideals Pub- | 


lishing Co., 3510 W. St. Paul Avenue, 
Milwaukee 1, Wisconsin. 


FOR SALE: BEST OFFER F.O.B. Chi- | 


cago. 12 sets (2 Cabinets, 77 Trays each 
for 16” stands); 1 Automatic Graphotype 
#6740 Serial 563490; 2 FG 80 Flexowrit- 
ers (serial 1275 and 2865) O.M. 314. 


SALE: FACTORY DEMONSTRATOR 
ELECTRIC 2 in 1 Folding and Letter 
Opening Machine. Fully guaranteed, Reg- 
ular price $432.50, yours for $198.50. 
Lansdale Products, Box 568, Landsdale, 
Pa. 


FOR SALE: “NATIONAL” POSTING 
Machine. 6 totals. Good condition Price 
$250.00. Louisiana Welding Supply Com- 


pany, 1931 Plank Road, Baton Rouge, 
Louisiana. Phone DI-39212. 


Business Opportunities 


MANUSCRIPTS WANTED. LEADING 
BUSINESS Book Publisher seeking man- 


uscripts in the field of sales, office man- | 


agement, human relations, labor relations. 
mangement systems. Prefer authors well 


recognized in their field. Excellent royal- | 


ty arrangement, strong merchandising set- 
up assures excellent sales of books de- 
veloped from accepted manuscripts. Write 
to Box OM 1936, 124 W. 41st Street, New 
York 36, N. Y. 


YOUR ENVELOPES ADDRESSED 
REASONABLY. We have capable home- 
work typists in your city. Write on your 
letterhead for list of addressers in your 
area. Expert Publications, 1601 Ninth St., 
S.E., Roanoke, Virginia. 


Positions W anted 


OFFICE MANAGER. GRADUATE 
ACCOUNTANT. Mechanical and con- 
struction background. Experienced in ac- 
counting systems, finance, insurance, pub- 
lic speaking. Age 39. O.M. 320. 
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agement support be obtained for your 
integrated data processing system. 


_ Nevertheless, it may be useful when 


you've cut over your new revolutionary 
system and the heart of the business 
is demanding first class service. Ma- 
chines have a fickle nature and people 
are not always understanding. Certain 
people may want your scalp during the 
first month. We, at Seagram, solicited 
top management support — and we 
were grateful we obtained it. 

E. Coding is something you may 
erroneously take lightly. Take the time 
to correct any failures of your present 
coding system and establish an_air- 
tight control over changes. Remember 
that in a going system there is work 
in various stages, all requiring main- 
tenance on, among other things, cod- 
ing changes. 

F. Do visit existing integrated data 
processing installations where the ex- 
perience of others cannot help but 
provide background and insight to the 
problems of “how to plan—install— 
train for integrated data processing.” 

G. In cases where a number of forms 
have been combined, order only a 
minimum initial supply. You think 
you've done an excellent forms job, 
and no doubt you have . . . however, 
some degree of refinement early in the 
game will almost certainly be desirable. 

H. Draw your own staff to operate 
the new system from company per- 
sonnel, if at all possible. Our feeling 
is that order-billing, and general com- 
pany experience is more valuable than 
equipment knowledge and experience. 
Good typists and teletype operators, 
who are willing to think, can learn to 
use your Flexowriters and Computypers 
effectively with less than two weeks’ 
concentrated training. 


I. It makes good sense to plan your 
cutover to occur several months prior 
to your busiest season. This takes a fair 
degree of long range planning, since 
data processing equipment delivery 
time may run from four to seven 


/ months from order time. One month 
of parallel operations is desirable, but 


not mandatory. 


J. No large system staff is required 
to install your integrated data process- 


_ ing operations. Our basic system was 


engineered by two analysts, using oper- 
ating personnel for such details as pre- 
paring master tapes. Two other an- 
alysts designed the tabulating and 
Computyper systems which used the 
by-product tape as input (Accounts 
Receivable, Inventory, etc.). 


clerical expenses 


REDUCED 


with 


mm Procedural Microfilmin 


p 


One of the principles of Procedural 
Microfilming, (the everyday use of 
microfilm), is the “Freezing a Chang- 
ing Record Principle.” When applied to 
bookkeeping procedures, it saves time, 
adds efficiency and photographic ac- 
curacy. When used in inventory con- 
trol and for many other records, time- 
consuming copying and loss of record 
availability are eliminated. 


Found only in the FLOFILM 9600 

portable microfilm camera, the ex- i 
clusive Film Magazine provides the Bo 
flexibility which makes cost-saving 5 
Procedural Microfilming possible. By 

just changing film magazines, many 
departments can make good use of 

this lowest cost, motorized microfilm cis. 
camera during the day! es: 
CLIP this coupon to Te 
your letterhead for 
free copies of ‘‘An uns 
Introduction to A 


Microfilm’’, “‘Manual 
on Procedural 
Microfilming’’ and 
the new ‘Rental 
Pian Folder.” 


Name. 
Title 


INCORPORATED 
Flofilm Division 

Dept. OM-6, Norwalk, Conn. 

Sales and Service Offices in 


All Principle Cities 
Use Readers’ Inquiry Coupon on Page 88 
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HANGING FOLDER 


ADJUSTABLE 
METAL TAB 


Guste-0 felon 


*T. M. Reg. 


THE 


WITH 


Your “filing and finding” problems disappear when 
you use Guide-O-folders in your active files. Not 
only do you save both time and money but you 
remove the drudgery from the filing department and 
make it a pleasant place to work. 

You will appreciate the speed and accuracy with 
which your records are filed and kept instantly avail- 
able for reference. Your clerks will appreciate the 
ease and accuracy because all the tugging and 
pulling of ordinary folders is eliminated. Guide-O- 
folders just glide back and forth on their steel frames 
with finger tip ease. 

Ask your local stationer or office equipment dealer 
to show you how Guide-O-folders will solve your 
filing and finding problems. 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 


SORG'S 410 Translucent 


Whiteprint Master Copy Paper 


efor LOW-COST Direct-Copy 
Reproduction 


e Perfect Copies 
EVERY TIME! 


With the use of direct-print copy ma- 
chines becoming daily more widespread 
in the business field, the demand for 
a high-quality, low-cost translucent 
master paper has grown tremendously. 
Now, thanks to its 105 years of experi- 
ence in making special papers to exact- 
ing specifications, Sorg has developed 
a high-grade translucent paper that 
meets all the requirements of a top- 
quality master sheet—and yet is priced 
low enough to allow its use on EVERY 
business form. 

Sorg’s 410 Translucent is manufactured 
with controlled translucency so’ that 
whether you use typewriter, pen, pencil, 
or you print it, you will always be sure 
to get clean, sharp, identical copies 
every time! In addition, it is strong 
and durable — stands up well under 
erasures and frequent handling. 


Tour request on your own business letterhead will bring you 
a portfolio of 410 Translucent sample sheets for testing on 
your own direct-copy machine — as well as the name of your 
nearest Sorg paper distributor. 


Middletown, Ohio 
Manufacturers and Converters of Stock Line and Specialty Popent 
| Offices in: NEW YORK, PHILADELPHIA, CHICAGO, BOSTON, ST. LOUIS, LOS ANGELES 


a 


INQUIRY SERVICE FOR SUBSCRIBERS 


Just circle the numbers in the coupon, fill in your name and address, tear out and mail to 
Office Management. Your inquiries will be forwarded promptly to the companies concerned. 


JUNE 1959 ADVERTISEMENT 
(Circle respective page numbers on which ads appear) 
Page Page Page Page Page 

2nd Cover 18 58 69 ABD 78 RRC 
3rd Cover 19 59 LPC 69 BPC 79 

4th Cover 20 59 PBI 70 RPC 80 EPI 
4 21 60 70 GS 80 SCP 
6 22 61 71 81 

7 23 62 CIl 72 PFC 82 

9 24 62 DEC 72 AWF 83 

10 26 63 73 84 

11 41 64 74 85 

12 42 65 75 86 

13 51 66 GAC 76 GWC 87 

14 55 66 MMV 76 MCC 88 GSS 
15 56 66 CCI 77 88 SPC 
16 57 67 78 OM 89 

17 68 

Fractional page ads further identified by initials of advertiser 


June 1959 New Products and Catalogs 
(Circle respective item numbers) 


1 A-l B-1 C-1 D-1 
2 A-2 B-2 C-2 D-2 
3 A-3 B-3 C-3 D-3 
4 A-4 B-4 C-4 D-4 
5 A-5 B-5 C-5 D-5 
6 A-6 B-6 C-6 D-6 
7 A-7 #4 C-7 D-7 
-8 


TOOLS OF THE OFFICE 

Information on products listed in the Tools of the Office 
section may be requested by writing in names of manu- 
facturers. 


Manufacturers Page No. 


Company 
Address 


ae 


ey 


OFFICE MANAGEMENT 
212 Fifth Ave., N. Y. 10, N. Y. 


June 1959 issue 


ee 


This inquiry form good 
Until July 15, 1959 


OFFICE MANAGEMENT 
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ADVERTISERS’ INDEX 


Acco Products Div. of Natser Corp.......- 63 
Agency—Geer, DuBois & Co., Inc. 

Aeme Visible Records, Inc........-.-+-+- 7 
Agency—E. H. Brown Adv. Agy. 


American Photocopy Equipment Co..19, 20, 21 
Agency—Irving J. Rosenbloom & Assoc. 
Inc. 

Po —_— & Telegraph Co...... 3 
Agency--N. W. Ayer & Son, Inc. 


Baltimore Business Forms Co. 
Agency—Vansant, ‘Dugdale & ea. Inc." 

Bell Telephone System...........-++ elie 3 
Agency—N. =: Ayer & Son, Inc 

Bentson Mfg. scsacces 
Agency—. D “Cites Adv. 

Blaisdell Pencil Co. 69 
Agency—The Richard A. * Foley “Adv. 
Agy. Inc. 

Bruning Ce., Imc., Charles.........+-+++ 73 
Agency—H. W. Kastor & Sons Adv. Co., 
Inc. 

Burroughs 
Tee Cobotels Ewald Company 


Celotex Corp., The 
Agency—MacFarland, Aveyard & Co. 

Cheshire, Inc. ... 
Agency —Burlingame- “Grossman Adv. 

Chesley Industries, Inmc..........-6+-+6+5 62 
Agency—Les Strang Associates 

Coveweralt Cen, Tmesc cc ccccccccccscccs - 66 
Agency—Muir Advertising 

Cramer Posture Chair Co., Inc......... 84, 85 
eer Fox & Reshkin Agy. 
nc 

Curon Div., Curtiss Wright Corp......... 24 


Agency—Adams & Keyes, Inc. 
Dewberry Engraving Co..........200200.% 62 
ee | SS re ...68, 69 
Agency—Fuller & Smith & Ross, "Ine. 
Daas, Hae, Ween Bites. sce vissecses 87 


Agency—Ritter, Sanford, . “Price ¢ & Chalek 
Du Pont de Nemours & Co., E. I. Fabrics 
ate wnweew eee pews sees bee ae ees 41 


Agency—-Batten, Barton, Durstine & 
Osborn, Inc. 
Du Pont de Nemours & Co., E. I. Film 
Ds DO cenbceedenne seth wees 81 
Agency—Batten, Barton, Durstine & 
Osborn, Inc. 
Du Pont ‘ie Nemours & Co., E. L., Grasselli 
Chemicals Dept. Ludox Wax. eceseses 
Agency—-Batten, Barton, Durstine & 
Osborn, Inc. 
Eastern Fine Paper & Pulp Div. of Standard 
PON MEN. ocude cece ecawwese 61 
Aaency—Smith, Bese & Knudsen, Inc. 
Eastman Kodak Co. -» Recordak Corp....... 
Agency—J. Walter Thompson Co. 
Economies Pre i a On. oa amas 6-4e #0 80 
Agency—Carpenter-Proctor, Inc. 
Eureka Specialty Printing Co............ 56 
Agency—Kretschmer & Dinner, Inc. 
Faber-Castell Pencil Co., Inc., A. W....... 72 
Agency—J. M. Kesslinger & Assoc. 
NN a gets ww ocae De ew eee 64 
Agency—-Ralph A. Hart Adv. 
WO RS ans ch eek raed awaeaws 4th cover 
Agency—J. Walter Thompson Co. 
ee 
Agency Clayton A. Stahlka Counselling 
NEE DOME Bike. 665.005 cca scmwenices 
Agency—Maxwell Sackheim & Co., Inc. 
Globe Wernicke Co. i IG shit si Ya bec 76 
Agency—Strauchen & McKim Adv. 
a er ae 70 
Agency—Diener & Dorskind, Inc. 
Guide System & BO Take cadcensacen 88 
Haloid Xerox, Inc..............0% 2nd cover 
Agency—Hutchins Adv. Co., Inc. 
ammermill Paper Co...........-- 10 
Agency—Batten, Barton, Durstine & 


Osborn, Inc. 
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International Paper Co... .3rd cover 
Agency—Ogilvy, Benson & Mather, Inc. 


Kee Lox -~ = se0eseeee - 83 
gency— utchins "Adv. Co. ., Inc. 
Lee Products Co....... Viscewe ie 


yea Mew “Erla nder, Inc. 


7, Om Subsidiary of nat 


TrTTT CT CTL Tet 55 
dane die & Smith & Ross, Inc. 
Mac Pamel Co... cccccccsccccscsccccseces 42 
Agency—Lavidge & Davis Adv. 
Maggie Magnetic Visual Aids Corp........ 66 
Agency—Dale Associates 
Management Control Charts Co.......... 76 


Agency—Stern, Walters & Simmons, Inc. 

Marchant Calculators Div. of Smith-Corona 

Marchant, Inc. .....-.02-2eee0e0 13 

Agency—Foote, Cone & Belding 

Minnesota Mining & Mfg. Co., Thermo-Fax 16 
Agency — Erwin Wasey, Ruthrauf & 
Ryan, Inc. 

Moore Business Forms, Inc.........-. coon 96 


Agency—N. W. Ayer & Son, Inc. 


National Cash Register Co., The......... 4, 77 | 


Agency—McCann-Erickson, Inc. 
Nekoosa-Edwards Paper Co...........- 14, 15 
Agency—The Cramer-Krasselt Co. 


Olhee Mamagemment ..ccccccccccccccscs 8, 78 

Oxford Filing Supply Co., Inc..........- 18 
Agency—Kelly, Nason, Inc. 

Ozalid Div. of General Aniline & Film Corp. 65 
Agency—Benton & Bowles, Inc. 


PiameptBewes, Gees 200s ccsisccscsece » 59 
Agency—L. E. McGivena & Co., Inc." 
Pronto Files Corp... .ccccccccccccccscs 72 


Apentp-Daa & Charles, Inc. 


Recordak Corp., Sub. of Eastman Kodak Co. 23 


Agency—J. Walter Thompson Co. 


Rex-Rotary my my os 82 
Agency—Geer, Du Bois & Co., Inc. 
Reynolds & Reynolds Ga Bev esescsces 78, 79 
Agency—Weber, Geiger & Kalat, Inc. 
Ronald Press Co., The......cccccccees 70 
Royal Typewriter Co., Div. of Royal McBee 
CORP, coc ccccccccesecccescccscces 67 


Agency—Young & Rubicam, Inc. 


Seribe Distributors Co...........+++-+ 11 
Agency — Jackson, Haerr, Peterson S 
Hall, Inc. | 
Scriptomatic, Hme. ccccccs escoce 87 


Agency—Roland G.E. Uliman * Organiza- 
tion Inc. 


Smith-Corona, Inc...........-2.000+% -- 58 
Agency—Cunningham & Walsh, Inc. 
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FOR THOSE WHO MAKE 
AN OCCASIONAL MISTAK 


“COMPLETELY ERASABLE 


COLORED PENCILS 


Nobody’s perfect—that’s why 
they put erasers on pencils. 
Now-for the first time, a thin- 
lead, non-smudge, fade-proof 
colored pencil that erases 
cleanly, easily, completely! 


LIKE afin 
THIS Fy YUU 


NOT LIKE THIS 


> 


a, aban, ee 


THE ONLY COLORED 
PENCIL OF ITS KIND 


No more messy, shredded papers! 
No more valuable working time 
lost fighting to erase colored 
pencil marks! With amazing, 
new ERASABLE Color-Tex — 
you can erase color as easily as 
you erase black lead pencil 
marks. Only the color comes off! 
No ghosts — no shredded paper! 


TRY COLOR-TEX ERASABLE 
10 DAYS FREE 


See for yourself how General’s 
special ‘‘Carbo-Weld” process 
makes Color-Tex stronger and 
stay sharp longer! See how much 
faster your accountants, book- 
keepers, secretaries work — once 
they’re free from hard-to-erase, 
smudgy, colored pencils! 
Available in Carmine Red or 
Indigo Blue — ask your dealer 
for General’s New ERASABLE 
Color-Tex Pencils — or write 
today on your letterhead for 
FREE SAMPLES. 


Medium or Hard Grades 
with or without erasers 


ENERAL 


PENCIL COMPANY 
69 FLEET STREET, JERSEY CITY 6, N. J. 
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editorial 


Salute to NOMA 


AS this issue of Office Management goes to press members of the National 
Office Management Association from all parts of the country are converg- 
ing on New Orleans for the 40th International Conference and Exposition 
of the organization. This year, as in the past, the schedule is a full one; 
concurrent sessions have been planned for two days of the conference to 
offer registrants the widest possible latitude of choice in selecting the topics 
of greatest current interest to them. 

A fortieth anniversary, if not as hallowed an occasion as a Golden Jubilee 
or a Centennial, is nonetheless a substantial accomplishment, an event 
which suggests a moment of review and evaluation. This is particularly 
appropriate in terms of office management, which has advanced so rapidly 
in the past forty years. The scope of the subjects to be discussed at this 
year’s meeting graphically illustrate the widening horizons of office admin- 
istration, and the increasing span of responsibility encompassed within it. 
Among the subjects to be covered at this year’s conference: Building Incen- 
tives in Workers; the Manpower Future through 1965; Progress through 
Communications. 

These are important subjects. These are complicated subjects in which 
no one person has all the answers. But they involve problems which must 
be solved by the office—and exploration of these problems at conferences 
such as the one in New Orleans will help achieve those important solutions. 
It could well be said that each of the previous 39 conferences held by the 
National Office Management Association has both illustrated the expand- 
ing responsibilities of office administration, and has in its turn helped office 
administrators to meet their growing burdens. We know that this year's 
conference will repeat that pattern, will make everyone who attends it a 
little better prepared for the duties that fall to him in the year ahead. 
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Dazzling new SPRINGHILL, BOND is 
actually whiter than clean white chalk 


| _ A SHEET of new Springhill Bond 
in your hand. Look at it. Feel it. Tear 
it. Fold it. You'll swear that this must be a 
premium-grade bond. Only the price and 
the absence of a watermark say it isn't! 
Look at its whiteness. A well-known 
research lab proved that new Springhill 
Bond was measurably whiter than chalk, 
salt, even surgical cotton. Whiter than 
any other unwatermarked bond on the 
market! 
But Springhill Bond is more than just 
White. It’s level and uniform, too. And 
crisp. Just try to pick up a sheet without 
making a crackling noise ! 


—YET COSTS NO MORE THAN “OFF-WHITE” BONDS! * 


Compare Springhill Bond for whiteness, 
finish, opacity, and “crackle.” Once you 
do, you'll recommend it. 


Extremely printable 


We insure excellent results every time 
by cutting a sample ream from every 
reel and having it tested on actual print- 
ing presses. Springhill Bond is made to 
order for offset and letterpress printing. 
New Springhill Bond and Mimeograph 
are available in white and six colors in a 
complete range of stock sizes and weights. 
The Springhill line is also available in 
Duplicator and Ledger papers. 


INTERNATIONAL PAPER 220 East 42nd street, New York 17, N.Y. 
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Look for this attractive new design. Handy 
“zip” openers on 82 x 11 reams. All cartons 4 
polyethylene-lined to control humidity. at 
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F YOUR FIRM faces alert competition, your 
Office Automation Dollar is today your 
key business dollar—the savingest dollar 
you spend! A modest number of dollars 
spent for Friden automation units can 
bring your biggest economy —no need to 
budget a fortune! 


All Friden equipment is relatively low 
in cost and individual units can be com- 
bined to meet the special work-flow needs 
of any type office. Start with one Friden 
unit, then add another and another as 
each pays for itself! 

Friden automation units range from 
the astonishing Tape-Talk machines—the 
Computyper®, Flexowriter’, Teledata” 
and others of this group—to the brilliant 
Friden Calculator, The Thinking Machine 
of American Business, and Friden Natural 
Way Adding Machines. 


FOR EXAMPLE— 
sales orders, invoices, purchase orders 
up to 90% automatic 


The Friden FLExowrirER® Programatic 
is one of the basie Tape-Talk machines. 
Flexowriter prepares sales orders 70% 
automatically from edge-punch cards or 
tape, and produces automatically by- 
product tape or tab cards, eliminating 
manual punching and manual verification. 
By-product tape actuates Flexowriter to 
type automatically up to 90% of invoice, 
while operator ‘fills in’ average of only 
10. Flexowriter provides similar advan- 
tages for other office routines. 


© Friden, Inc 
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Flexowriter® Programati¢ 


fas the Aystome : 


Automatic office operation is the Friden function — Call yout 
Friden Man or write Friden, Ine., San Leandro, California . +: 
sales, instruction, service throughout U.S. and the world. 


FRIDEN SILVER ANNIVERSARY © 1934-1959 
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